SKABFRIERT

S poken

English for Receiving
§ | Foreign Guests




KRS IERT

TR ERSRENE
Spoken English for
Receiving Foreign Guests

HXH# EH
B O BT AHIE B

Xt 2B B 5 R i it
HE - bR



AEERMAE (CIP) HHE

SCRSNE R DB/ H SO EH. —JE.
XEMETE R AR AR, 2010

(LARF BRI

ISBN 978-7-81134-670-1

[.@%- OO/ I OHXK -5 - Hik
V. ©H319.9

o A B 4348 CIP BB (2010) 58 061647 5

© 2010 &£ FSMEFASKF MR HERT
R E #WMEDLR

L ASVEERSRIBEOIE
Spoken English: for Receiving Foreign Guests
REC T
WTHE: Bl R %

M2 HE B RKED KL
ETHHXEF A 105 HRBHT: 100029
HRM 35 : 010 — 64492338 EATERRIE . 010 — 64492342
R4k . http.//www. uibep. com E-mail: uibep@ 126. com

BLTHERFERAFNE  HEBERRGEHET
BARSF: 175mm x230mm 14 B3 285 ¢
2010 E 7 AJLRSE LI 2010 48 7 A 5% 1 RERI

ISBN 978-7-81134-670-1
E¥k. 0001 -500001F & 28.0000 (&¥H)



][/

]

(LRSI EEMFRIENE) BET € NBEMKNELIFEOEIM, ERHMX
ERRPHOKTFHEERRE, WTH KERMSIETEARRA LIEEM ., AK
s TAER B¥EEEA.

SHHNTARTG, GFHLCT WA REF Y RAE BRI, Flink
o AERJE. . fTRIE. B8, BAXH. 20, WY, BERELE. £F0
W, ENE, URESSIEFPEEZRENIEREBTTHNE, HPaEXRE. &
B, BAE. T=B. K. SRAGAES, SRAZBE, AREMEE LZH
iR, BEEH; AFBRERAR, REARG/DEK. SRERFERRAR. 5F
WA X REEAOR . FXRILUEIR, BRERREGST . FIARHEXBIRUET | HeX
. WROHEFIDURRGY , G M ek R BRI ARR “ESA AR
RE”, AT EE. B, R, EnonsmsgerniINg, w1 TRIAFT
RAN B IONALR HX i R TR BSP Tred B &3 (. A BERA R,
HSNHE ARG,

745 5 HoA RIS 434540 LA DL TIeals & o

1L WBRETF (REEE) . (Tomeils Dy r R a2 R IE v & A R% .
Tl AERE —EHHENAFDEAETFHERRERS. EERTERGR
Wd:0Z E FN

2. WHERFETFERRAMKBAE. KEABHRAXEXENE, RE—4%H
AARAMREHERNR, ABRBEVHRRARL: —BSBTHEARBRS R
B, MEUHERRL, SR BARUT R A R X S A, XA RS, 2
Y ainEapict, ABREERT . 77 ARARESNXAKSIBEEFARER.

3. WBEART LRI OES ., BEOEEHPRATE . EEERR,
EFEINRBIRNES TAUNEREE, ZEHUNEETH—EXEKF, HAE
Bz A BEERAERBEANEKFHAR,

4. WHEARFETIENE LRATHIEEM . LB EEEIMEERLAET
IR, TR R EE TR TAER I ERAEREIN . MABRAE S EBER M
SME TR R FRE S MRS, B EEESASERNT RIMETHERAEN,



2 LESNEEAENE

FHRNEREEA. BEHGEEE, BEERERLNE —-BEIBKFHNE
A, #—SRE M8 NEK M TR, KO AMEREES WS A RER
YIF R OEHM '

SAEESIN FEATRRFASNEAN B RITPEB . 2 SERUAR ST E RS
HENNNAREEH SR BTN, BRVPENTHEEEHR. REMH, HEX
WHRFEN, RIVEAFRFHNEANBLRTRNREAA, MERET T HEESY
WEBREAMHBE Y, 2B ERAFAR, ZTHELTFRBITH—W
‘TR F-RNFCEPURINRFEHRNE . FABNARE/IRALHRER
KRBEISEARBRTE, MEERXRiE-RHRAMERERSRAB—IRAES
BREET . A TiIEFAENEIAEF SRS EF RS R BRSEEFF TN E
&L B, BRSBTS RLE, FEMTEXENE LT T ERSE:

L EHE-RRSOPREZRS, FEF-BXIRERNN B, TEHAEER:
XAREMRERN THEH—SUETRNTECERN ., BBCh: M THE#—SBETT
A TET 1993 FBE T XAREAMK, AT WHE: 2008 FRIZST 2006 FEi#{TTHE
Bo Mo, T —BXHGBRHIMAN R, XHEREH THE, ¥R TXHEHIENCH
IEIERA TR, B TFEAEIINEEG TSP REBH,

2. FEANERIE—RP RIS = T EARRSE W EHFVLAECHIEAR,
Bk EER . ERAESEMA. XYM SM K, BiFLRERS. RS RARE
H%, B, TR A I ER KIGEFX SN EHATHE B KIE

3. I T R TFSMBBEHE A FERP XM —NBTT, TER, FEBILEHR
WS, EWE TR EREBMSEMRERSAZE, HEREFRLEILFERNSHE
Fo ARERANARBERLERSWNEEERBLHNINENES, FRAXHEHR
ESMBBGE, REEELWHIE. BNEK, BRI TRE—MEESELME
KA — AR ERKER T . MM FBR A IS B BRSNS 8584
FEEE I RBAUFEARNAMERZEEN, ‘

WREM R BUREZRER T NERRRME, FEEXITRENETERANER, &
X ABERES, FEE¥BEMERAMNAS . HXPEXRETRN. SH S BEF
JHCHEE R S B R 1 TAE B S DA R BT B AR A AL XTE . XA BT H
FEPRESNE TSR FHES T/ELFHR. IR, BN NIE THEEREA
B, A ERNE T &R 5Tk, '

mEE
2010 £5 B



Content

= 13

At the AiI'pOI‘t .............................................................................. 1

Lesson 1

LesSOm 2 At the THOEL veverererrersentasseseintonenmetiieetatteteiratatetatttesatarenes 9
Lesson 3 At the Banquet L TR R P E P Ly PR PP E R P L L RR TR RORRRLLRSERLY 19
Lesson 4 Making Telephone Calls  «---rreesesserssressenemminmi e 28
Lesson 5 Paying a Visit to the COmpany ««--++«+seveerserruerersriuiii e 36
Lesson 6 Technical COMMUNICALION r«tx«trereerssrsrserinsitstriereimsiesumimrrmantamiciacansans 46
Lesson 7 Visiting @ FACIOry «re--srreessessrrusssstsiuriiiiiiiiii st 56
Lesson 8  Shopping — «ereeseerseserrsesreeenanees ................ 65
Lesson 9 Dealing with EMEIgencies ««-«+-+++eesserrressssermsinmmnitii e 75
Lesson 10  Visiting the Temple of HEAVEN «rreeerresrsrrersrenersreuiimiiie, 84
Lesson 11  Visiting the Palace MUSEUIM  «reeseerstreersernsintiiniiiiinain 93
Lesson 12 Visiting the Summer Palace ««-++rsesrerstrerssriiiiiii . 102
Lesson 13 Visiting the Ming Tombs «++csesesrrsrrrssteenminiian, 110
Lesson 14  Visiting the Great Wall ««--+ceereeeseeeeaisimiiiiun i, 119
Lesson 15 A City TOUE  «ereereemsesnesssrrensrssaseisntiiiiiii et e 128
Lesson 16  Seeing Someone Off «r«erereeseerrerssseiiii e 139
T oL LT PP S PP TRES 148
B HEA L eeereer e rnee e e 148
BE TR FETEJE ceeeeeereeerereenen e e 150
BETIH B ereee e 153
BEPUPR  FTHRGE - vrerrerreer et 155
BRI B AR e 157
%7’{% B AR G IR o ve e e e e 159
BRI eevrereerreereor s e s 161
BEJ\TR M- eerreererneme e s 164



2 RRSNERFHEIERE

.........................................................

HUR B SAFIIALTE e veeereeerrrrreremnsssstene e st 167
AR WHRIE o orererrr e, 169
HF i BRI IEIIBE - vveererererreerresitrenie st st ebs s s ba e ere e 172
H TR BRETRIE - vveeerreeornrrrersiressianreniernitie s e st et e 176
AT BILF TR reerereeesrnreninneeiireeae s errereaeeseerennreeeaanenrenes 178
HEAPOUR  BUBLIEIR v eoereererrrererninreniiersiitrsenes bt e ssee s s b n e e e be e snrae s 181
H R BRI e veerrrerrrreerrmemssrmaseasteeieesiteeseee s s beesin e e neesabaesre e 183
B KT eeeereeererenneens Eeeeeeeeteeireraereeeeetraeeetetatreaeearnn e aeeteensnnns 187
BT —  ADDERQIX 1 -eeeeerreesenmmmmeteen ittt 190
BT APPENAiX 2 «oeeereeesirssuintatiiti e 194
BESET APPEndix 3 «ooeeeersrermmrumuiniiiiiiiii e 199
BREFEPT ApDERMix 4 «eeeerserresrmininietmiiniii e 207
FISRTL  Appendix § reeeocesserrencensenitiiiiiiiiin, hevriressianennecierieinraies 214

FEE7S  APPENAIX 6 +rovererrernnnseenentmtiin ettt 217



v

Lesson 1

At the Airport

o7”
b

After finishing this lesson, you should be able to:

Objectives

v Understand the important role of meeting foreign guests at the airport;

v Have a good command of language expressions in meeting foreign guests at the
airport;

v Say and do the right things at the right time in the right place ;

v Know how to deal with the different cases in meeting foreign guests at the airport;
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(s Situation

Miss Li is a foreign affair officer at the Oriental Group. Today she is assigned to meet
Mr. Hubert, the marketing manager of Smart Company in the United States, who comes to
China and seeks the sole agent in Asia.

Preparations

In order to do a good job in receiving foreign guests, you should do the following

preparations before you go to the airport;

1. Go to the website of the airport from which the guest or the guests are leaving fior
information of the flight.

2. Go to the website of the airport at your end to confirm if the flight will arrive on time just
before you set off to the airport.

3. Get a car and inform the people involved.

4. Be sure to prepare a signboard and put the names of the guests you are going to meet and
the name of their company so as to avoid meeting the wrong people having the same
names.

Situational Dialogues

o wme o e e R W e e NN R T e e W TS ow e e

Part 1. At the Meeting Point in the Lobby
Li: You must be Mr. Hubert from the United States?
Hubert : Yes. That’s right. I am James Hubert. You are. ..
Li. My name is Li Ping. I’'m from the Oriental
Group. Our company has assigned me to be
your host here in Beijing.
Hubert ; How do you do, Miss Li? I'm really glad
to meet you here. And thank you for
coming to the airport to meet me.

Li. It’s my pleasure to be here to welcome you.



Hubert .
Li.

Hubert H
Part 2.

Li.
Hubert H

Li:

Hubert :
Li.

Hubert H

Li.

Hubert .
Li.
Hubert -
Li.
Hubert .

Part 3.
Li.
Hubert .
Li.
Hubert :

Li.
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Oh, thank you very much! And now where are we heading?

We are going to the City Hotel. Is your luggage all here, Mr. Hubert? The car is
just out there in the parking lot.

Yes. Let’s go. )

On the Way to the Parking Lot

How was your flight, Mr. Hubert?

Fine. I got on the plane at New York and it took me about 12 hours to get here.
But it was a smooth flight.

That was really long in the airplane, wasn’t it? I hope you’ll feel rested after a
night of good sleep.

Oh, what a nice day!

Yes, it couldn’t be nicer. Whenever a lucky man comes, we’ll have good
weather.

Thank you. Now it’s about 10 o’clock, right?

Yes, it should be 9 o’clock in the evening in New York, I think. Do you think
you need a good sleep to overcome the jet lag?

No, no problem for me. I can start to work immediately.

That’s fine. Here we are, Mr. Hubert. This is our car.

Oh, a Benz! It’s a good car. I like it.

Please, Mr. Hubert.

Oh, always ladies first.

On the Way to the Hotel

Mr. Hubert, I guess you may have difficulties in making out our Chinese names,
so I'd like to give you my name card.

That’s true. Thanks. Here is my card.

Thank you. Is this your first time in China?

Yes, but I've heard a lot about it. It is said to be a great and mysterious country
with a lot of interesting things and people.

Oh, I'm very glad to hear that. In that case, I'd better take this opportunity of
driving through the city to tell you something about Beijing, the capital of China,
and later I’ll try to find time to tell you more about China. OK?
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Hubert .

Li;

Hubert H
Li.:

Hubert .

Li.

Hubert :
Li,

Hubert :

OK. Good idea.

Now, let’s start from the airport we are leaving. It is called Beijing Capital
International Airport which is located northeast of the city. It’s about 35 kilometers
away from the city center. The highway we are driving on was built in 1993 to
meet the needs of further reform and opening-up, and was rebuilt in 2006 for the
2008 Olympic Games.

Yes, I've heard that Beijing has changed a lot these years resulting from the policy
of reform and opening-up, especially since the successful bid for and holding the
2008 Olympic Games. Is that the airport express train?

Yes. That’s right. The construction of the airport express train was a key project
for the 2008 Beijing Olympic Games. It was completed in April 2008 and its trial
operations began in July of the same year. The rail’s highest speed is 110
kilometers per hour, bringing the journey from Dongzhimen to the airport within
20 minutes.

What is the total length of this line?

The track runs 28. 1 kilometers from Dongzhimen, on the northeast corner of the
second ring road which circles the downtown area, to the Beijing Capital
International Airport in northeast Beijing. '

So, now Beijing is a real combination of traditional culture and modern
technology.

You are right. Beijing is a very old city as you have read. Its history covers over
3000 years. ‘

It seems that you know a lot about the city. And your English is really good.
Thank you for your comment. And I really think it’s good for foreigners to know
something about the city they are visiting. Here we are at the hotel, Mr. Hubert.
Oh. Good. Thank you very much for your explanation. I really enjoyed it.

Another Situation

e w o e

L I

(Meeting an old friend and his partner from Germany. )
Mr. Schoemann: Hello, Mr. Wang! It’s good to see you again. And you, Miss Li.

Mr. Wang : Nice to see you, Mr. Schoemann.

Miss Li : I’m really pleased to see you.



Lesson 1 At the Airport = & _ 3

Mr. Schoemann: I’d like you to meet my partner, Mr. Gueter.
Mr. Wang : Welcome to China.
Miss Li : Very pleased to meet you, Mr. ...
Mr. Gueter: Gueter.
Miss Li : I'm somry, Mr. Gueter. Sometimes I have difficulty in pronouncing foreign
narnes. ‘
Mr. Gueter; It doesn’t matter., Sometimes I suffer from the same problem, too. It’s

@ Notes:

USA the United States of America £E&%ES5
The Oriental Group ## £ &
airport express train #LF B £

quite common.

Supplementary Readings

. Brief Introduction of Beijing

There has been a settlement on its site for over 3,000 years. In the lith century B. C. , it
was the capital of the small kingdom of Yan and afterwards it served as capital for the Yuan,
Ming and Qing dynasties down to the 20th century. Beijing has retained a lot of the color of
old Chinese life. And much of this can be seen amid the new construction of the modern
capital. The present city, including the 16,800 square kilometers capital district, has a
population of over 13 million. The Second Ring Road, a 23-km expressway, with over a
dozen cloverleaf intersections, runs on the former site of the old city wall.

Beijing has many places of historic interest and scenic beauty. The famous places are the
Forbidden City, the Temple of Heaven, the Great Wall, the Ming Tombs and the Summer
Palace.

Cultural Tips: .
When we meet someone for the first time on formal occasions, we should address him or

her by the last name or surname with Mr. or Ms. before it. You may call him or her by the

first name when he or she says: You may call me ... or just call me .... Remember, never
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use “Mr.”, “Ms.”, “Mrs. ” or “Miss” with his or her first name. For example, the name
of the person you are going to meet is called James Hubert. You can just call him Mr.
Hubert, not Mr. James. You can call him James if he asks you to do so.

Usually a lady feels better when being called “Ms.” instead of “Mrs.” or “Miss”
because this is a neutral form of addressing both married and single women. It is the best
choice if you do not know the marital status of the woman you are talking with.

And of course you may ask people how they would like to be called and to tell what you
would like them to call you. This will make introductions easier and get you a closer
relationship with guests.

BEXALNERINEEER

1. R JEE, 2 RTT A

2. MWILER T, I F bt AR L RE E5.

3. BN ESBEARATE, NENABERL, AEEK,
4. PSR I, ARARZ M, AE B FARL S IR,

@ Words & Expressions:

1. James Hubert /A&7 - hiadk (A L)
2.assign v, dRIR;ER

3.head v. #MEEATEL

4. packing lot 4% %3

5.oriental a. AF

6. jet lag(time difference) &£

7. mysterious a. AFHLEY

8. make out FiF

9. heard of T3t

10. reform and opening-up & ¥ FFak
11.policy n. (AIFBAT BE. A8 ) ey 74 Bk
12.read of kil

13. settlement n. X EeABE

14. comment n. F#
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@ EXERCISES

I. Complete the following sentences with the verbs as underlined in the given sentences.
Drill 1. You must be Mr. Hubert from the Untied States?
Substitute the underlined parts with the following:

1. You Mr.. Wang from Oriental Trade Company?

2. She the person we are waiting for.

3. They the students of Beijing Foreign Studies University.
4. We in a wrong place.

Drill 2. Our company has assigned me to be your host here in Beijing.
Substitute the underlined parts with the following:

1. The party him to work in the enemy occupied area.
2. The company them to rescue a wreck.

3.1 a person to look into the matter.

4. Our country a fleet to visit these countries.

Drill 3. It took me 12 hours to get here.-
Substitute the underlined parts with the following :

1. him 1 hour and a half to get home.

2. us 5 days to complete the work.

3. children 120 minutes to finish the exam.

4, the company 2 years to recover from the loss.

Drill 4. You may have difficulties in making out our Chinese name.
Substitute the under lined parts with the following:

1. You learning English.

2. Children controlling themselves.
3. He managing the company.

4. They 7 dealing with teenagers.

II. Complete the dialogue. _
F. Hello, Mr. Hu, I'm very glad to see you again,
C:
F. I'm fine. And thank you very much for meeting me here in the airport.
C:
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F. Yes, you’re right. Shall we go now?

F: Oh, thank you very much. You just help me with this and I manage the big one. It’s
very heavy.

: Oh, Yes. It’s raining.

: Oh, really? It’s really very kind of you to say so.

azpgag

III. Make up a dialogue in pairs for meeting foreign guests at the airport with at least
five English sentences for a role.

IV. Translate the following sentences into English.

. BREERMFRTEER? REAT ABARHXFT,

. REERBEIRE—T, IGLRN ZHRMAE.

- BATREARESGRARIMTEARNEF . AERBEEE—FKRIE
- REBERMNEBEFIRATAVNSHENH—TILE.

- ROUTGLH FEOEFF R, LR LFRBAR K

u—y

Wb A W N

Reading for Fun

A Man Went to the Bahamas for Vacation. He didn’t really shave on the trip, so he looked
kind of suspicious to begin with.

After passing through the metal detector, the guy went up to one of his friends and said
“They didn’t find anything”.

A security guard brought the man into a room for questioning, and later, a full body search.
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%%, object
%", Objectives

Adfter finishing this lesson, you should be able to:
v Understand the procedure of helping the foreign guests to check in at the hotel;
v Have a good command of language expressions in helping the foreign guests to check
in; _
v’ Say and do the right things at the right time in the right place;
v Introduce the services and facilities of the hotel;
v" Solve possible problems in the hotel.
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Sltuatlon

Miss Li and Mr. Hubert have arrived at the hotel from the airport. They are going to
check in.

Preparations

W o o e

In order to do a good job in receiving foreign guests, you should do the following

preparations before you take the guest to the hotel:
1. Book a room in the hotel.
2. Get a clear idea of the overall situation of the hotels in your city.
3. Get to know the situation of the hotel you are going to check in, including its star class,
- services and facilities, lunch and dinner time, etc. _
4. Have program ready before you get to the hotel, so that you can set the time fo meet next

time with the guest before you say goodbye to each other.

Situational Dialogues

o e e e e e s b e S dh WS M G ob e e s

Part 1. Check-in at Reception
Hubert: Oh, it’s a nice hotel.
Li;: Yes, it is considered one of the best in Beijing. There are more than fifteen
five star hotels like this in Beijing.
Hubert ; Is this hotel a joint venture business? :
Li . No, it was completely funded by Chinese. Excuse me, Mr. Hubert, I think
we have to go through the registration procedure first at the reception desk.
Receptionist ; Can I Help you, Sir?
Li ; Yes, I booked a standard room for Mr. James
Hubert under the name Li Ping.
Hubert. Yes, Miss Li reserved a room for me, and
I’d like to check in now.
Receptionist ; ( Checking over on the computer. )




