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Preface

Having a foreign guest visit can be at the same time both exciting and frightening.
It may be exciting because you have the chance to meet someone new and
share your culture, but it can be frightening because you might not be sure if your
English is good enough. Don't worry; you've chosen a book that will help you
before and during your guest's visit.

Design of the Book

This publication features a total of 13 chapters based on activities common to
receiving foreign guests. The book begins with planning the trip with the client
and ends with leaving him or her at the airport at the end of the trip. It also covers
everything that usually happens while the guest is here, even emergencies and
problems translating.

Units begin with a short paragraph that introduces the topic and other key points.
Then, there's a list of 10 useful expressions, some to help you know what to
say as the host and others to prepare you for what your guest might say. Most
units have a series of three dialogues that walk you through the entire event.
For example, Chapter 7 is about contracts. In the first dialogue, the speakers
discuss the terms of the contract. In the second dialogue, they discuss changes
to be made to the contract, and in the third dialogue, they sign the contract. Each
dialogue is followed by a list of key vocabulary and phrases used by the speaker.
Besides this, there are variation drills and substitution drills after each dialogue.
The variation drills provide different expressions that mean the same thing, while
the substitution drills offer useful sentence patterns to help you communicate
important ideas effectively. There are numerous helpful sample sentences and
language notes to assist in comprehension. Finally, units end with a paragraph
about Western culture.

In addition to being a handy guide, this book is also a great TOEIC® test
preparation resource. The TOEIC® test often contains conversations and short
talks about travel, business, and small talk. We've made sure to cover these
topics in the book. If you are studying for the test, you'll benefit from this book's
mini practice tests, one in each unit.
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Making Travel Plans
ZHERRBF it %)

“ 'Il Flight and Hotel Information
I" AEER (RIE(S B

" 'l 2 Negotiating Travel Plans
m th i X

“ 'l 3 Confirming the Schedule
I" NGRS

International business means handling overseas
clients. From the moment ‘plans’bégin, you will need
to communicate with your guests‘en their travel
arrangements, possibly even helping them make
reservations or book tickets for travel or-events. The
image you project over the phone and through-e-mail
serves as a preliminary first impression. You/want o
make your guests feel they are in good hands beforé
they even make the trip. The language in this unit will
prepare you to do just that.
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Unit 1

. . 1. WAENEE

Flight and Hotel Information 2 WEEEEER

ML RIS B - ki
01-01

)

B XMIE DA EHEX I

© When is your flight? / Which airline are you flying on?/ What is your flight number?
REIRABER A ARTR? / IREFRAMFME AT ? / RIFALBMBEREILS?

© What is your arrival time? / What is your departure time? / When are you expected
to arrive?
RILEHRR? /REYRALULER K/ ARBUHT Rk 7

© Is your flight a direct flight or do you have to transfer somewhere?
WHIAPER B SR ARG B Al T et ?

BXIREEREXAEIE:

© Have you booked a hotel room yet? / Have you made a reservation for a room yet?
YRBUTIRUE B8] T 157

© Do you have any personal preference as to which hotel you would like to stay at?
AXRBEBRIBE, AL AREFS?

© The hotel is overbooked. You might need to consider another one.
EBEBITIH T . IRFTREREF B —%.

Said by the Guest ( EALISAGE ) 5 2

BXMMEEEXAEE:

© I’'m flying in on Tuesday. Kot B I TRAIIHGEL .

© My expected arrival time is 6:30 tomorrow morning.
FHHRIAR R 6 £,

© I’'m scheduled to arrive in Taipei at five thirty, May 2.
RIGHES H 2 H 5 SE#A AL,

BXRIEEBHEXHEE.

© Can you give me some advice on which hotel I should stay at?
B RIRIOZAERREE, RATLAGTR—g g

© Does the hotel room have access to the Internet?
AR AR 5 8] GE L g 2

© How much does the hotel charge for a single room per night?
ARFAUE BN (B T Z fr /07

& =~ 4




and Hotel Information

CDo1-02

Rich: Hi, Sara. I'm just calling to let you know my flight information. Someone
will be there to pick me up’, won’t they?

Gwar: WAL, Rl Fokm RREEIFMFRMMBHER . AASKEI, XAX?

Sara: They sure will, Rich. Once you give me the details, I’ll call the taxi service

and schedule? a pick-up. Someone will be waiting for you at the baggage
claim®with a sign with your name on it.

WhL: HESAN, Ind. —HEEFAEEERR, RSB HERS, ek
o AASENFARLFE, T LEEEEREATHET

Rich: Oh, fantastic. Thanks so much!

Far . Mk, KEET . JE% S

Sara: Don’t mention it. So, when is your flight?
WL AER A, ERPIDRA2RER?
Rich: I'm flying in on Tuesday, September 5 on Delta Flight 681, which arrives at

1:47 p.m. Aso, I still haven’t booked a hotel room yet, so I was hoping you
could suggest one. Something in the mid-price range* would be fine.

Iar: WA A 5 HEM IR, MIETAEME 681 KAMBE, HGEARTEN T 1 4 47
Gre JiAh, WEBOTUE, FTLARMAERGERIN—FIRE. PEMALAIERIELAT L
T o

Sara: You could try the Sultan Hotel. It’s quite comfortabe and pretty affordable®.

WL BEAT DOKEOR P RUE . AR LARETE HM AR SEE .

Rich: Do you know if it’s close to the convention center?

Hidy o VRAEARRBUE B2 IR AEL?

Sara: I’'m not quite sure. I'll have to get back to® you about that. If it isn’t, then I'll
try to find a better place. Is there anything else?

VL. BAKHE . X AFRAGHEZLE. ﬂu%ﬂﬁ%ﬁﬁ%%mqﬂ OGRS, ok
R—FXEGER . EAHHMFG?

Rich: Yes, one more thing: Do you think I’ll have troube’ getting through
customs with my samples?

Faar: X7, A AA IR I M OC 2B B RRETG ?

Sara: 1 can’t imagine that you’d have any problems. We travel all the time and I
can’t recall having any problems with customs.

L. REAHORELBI MM, RIT—XBIEAERT, BACHERECEITH A
(R

Rich: OK. Great. I really appreciate it.

A : WP, KEET . RARE.



Voccbulory and Phrases

S—

1. pick sb up
@: T’ll pick you up at five.
(T 5 sUpREER. )

- 2. schedule [skedzul] v Z4F; HEE

be scheduledto V. fiiE®. -
| = be expected to V
. be scheduled for + f]i]
- BUETERETE
g @ The meeting is scheduled for
i Friday morning.
, (AL WE TR FF%17. )
My flight is scheduled-to arrive in
Los Angeles on November 2.

(FRAIWPLET 11 H 2 BRIEIBEZIL)

o ¢ AEFE

3 the baggage claim  {7Z&4iut
a baggage claim tag  f7&H%

* baggage [ ‘baegidz] n. 117
(=luggage [ 'agidz ], 54 &im) A A 50
a piece of baggage / luggage
— %
some baggage / luggage
—fTZ

e e B RS R

B

-

AR = R

< TS TR 1 1 TR RS T =7

BiEaia

S A = e RS |

4. apricerange & N

5. affordable [a'fordobl] a. FIfFHEEA |
afford [o'ford] ve. fafHiGE !
can / cannot afford to V
PR
g: I cannot afford to buy a new car |

at the moment.
(FRILZIEARBE. )

AfLA/ TG §

6. getbacktosb [ A :
@: I'll get back to you as soon as |
possible. i

(RERREELR. )
7. have troube V-ing

= have difficulty V-ing :

= have a hard time V-ing i

{: John has trouble concentrating on |
his studies.

(B RAEL L. )




Flight and Hotel Information

Vit e BIP X 05 C )01

ERAGMA, "TLLSR.

© I really appreciate your help.
(FREREH RN )

© I'm grateful / thankful to you for your timely help.
(FRBEH R KA FE Bl )

© Thanks so much.
(HEH R, )

O R A EE, LR

© You’re welcome. (MES. )
© No problem. (XN, ARk, )
© Don’t mention it. (HES. )

USROS

SRS )o1-0s

XFEAWRRIE, TLIBLUTOFRIIME:

© You could try the Sultan Hotel. © Have you thought about trying the
HRAT AR S FHRUE . ) Sultan Hotel?

© Why don’t you try the Sultan (PRI HRIES? )
Hotel? © Shouldn’t you try the Sultan Hotel?
(PRATAEIHFHRUER? ) (IR AT HRIG 7 )

© Isuggest you try the Sultan Hotel. © You ought to try the Sultan Hotel.
(FHEBRRATSHUE . ) Rz R . )

© How about trying the Sultan © Your best bet is to try the Sultan
Hotel? Hotel.
GBI FHRUE tnfer? ) (AREF A I R s HRUE - )

RAJEHE

the / sb’s best bet  B|IFHIME
&l: If you want to get around the city fast, the subway is your best bet.
CIRARABR ) LIERE AR BRI, ALK B AT AN )




Unit 2

1. RAFE S IRITITE

Negotiating Travel Plans 2. ¥ ISURITRHTH

T A e

" Said by the Host (EASIRATE ) ‘ v : L 2
EMBEEE, X |

© We have the convention to attend from Wednesday to Saturday.
AT =3 BIANEA ZWLES,
© The business show will last for a week. T RS — R

WEER:

© What do you have in mind? Rl LA gl e

© What’s your say on this? X FAR B R A7

© What else do you want to request? Wi A HAl RS 7
BITRANGTERP:

© TI’ll set that up for you. WBHIRZHR M

© I’ll put that on the schedule. RS HELHRTRE L.

© Let’s schedule that in for, say, Wednesday the 13th.
¢ TN ELHAE, i, 13 SEH=E,

" Said by the Guest (#ASAIE) SR D

=

ﬂl@{j’&
. © I wanted to ask you about the schedule.
A EIRAEC T RRIHE
© What does the schedule look like?
FrERAH R 2
RITEE:
~ © Would it be possible to have a tour of the factory facilities?
BRI LIS B ?
~ © Perhaps we could take a look at the factory. HIFRATTLLE—TFT .
© I'd like to find some time to see the factory. AL ] EFEFE MK L .

. BREREAER.
~ © That works for me. s % T R
O That’s a good idea. AR AERERE,

~ © That sounds great. AR T A AN




Rich:
BiiAy -
Sara:

I -

Rich:

B dY :

Rich:
: IR IR EATISE . B L HEE, i, 13 S RH=E,

Sara:

Rich:

BBy -
Sara:

VL :

T Noisde

Hello, it’s me again. I wanted to ask you about the schedule. The itinerary’
you sent earlier was a little vague?®.

TReF, ORI, FAEERAF X THERNOSHE, FRURRFLRORTTES
Pk

Oh, right. We have the convention to attend from Wednesday to Saturday.
After that, we have time to do other things. What do you have in mind*?
mE, Xﬂﬁl RIOMNEM =3B BABAESWNESM. 255, RITEH AR E S0
flez. BoBEAHARE?

Would it be possible to have a tour of the factory facilities*? I’d like to
find some time to see the factory and get a comprehensive® tour of the
production line®. I'm thinking maybe we should do that on the following
Monday.

BEALUSWL &7 REKHEEEETL, HFLmSWA L. REMT
WANZIC X HAEHE T R A —H1T .

Definitely. I'll set that up’ for you. It might also be a good idea, too, to
have a meeting with the department heads® sometime® after that.

;MR MENELANF. Z2)5, RAWEMSIHTEEF TS WIFR AR

‘%O
That works for me. Let’s schedule that in for, say, Wednesday the 13th.

Can we do that on Tuesday the 12th? A few of our executives are flying out
on Wednesday for a conference in Germany, so I doubt they’ll be coming
to work that day.

: WATATLAHEE 12 SR g7 RIT—-LFERY =% WEEES MW, FEURK

AR EMITIRR AT 2% BB,

Umm, sure. Actually, that works better for me since I'll have more time to
do some sightseeing".

M, CUHARGFR, SR, AR ERULH HELAE, HATAAE SR EIDL.

Wonderful. I'll send you an updated™ itinerary with all the details®.
KEET . REFAEEHWIRITITRE, NMTA4HT.



Vocabulcry and Phroses %ﬂhlﬁ

. ltlna [al tma,rm] n ﬁ’@ﬁﬁﬁ

a detailed itinerary  PF4HAGIRTTAT
ek

vague [veg] a. AEMKR; AE4EAY
be vague about sth  *fHEFHAHEEK
@: You’re a little vague about your
plans for next year.
(PRXFURBIAE ) T+ RIAE 2800 )

have...in mind  Xf--- b HHEAT
B ChnsdE G A\ s 55 )
@: Do you have any ideal candidate
in mind for this job?
(PRA A A8 30 -2 B A N 2] LA
XTI TAE? )
Doing chores all day wasn’t
exactly what I had in mind!

(AR B REAEMEFE! )

. facility [fo'stloti] n. ¥%4; it ()

H2H¥0

sports / leisure facilities
LNEPAUNG e

comprehensive [ kamprr'hensiva] a.
TR ; PRI

a comprehensive report / study /
survey  fidRIE /5T /A

. the production line /"%

7. setsthup  #HEiE®H

S e

@: I'vesetupa meetmg for Fnday
(RELHFEREMAIT 2. )

8. head [hed] n. ATt A\; SIHA
the head of the department
ZEBI 1 EE

9. sometime [‘samtarm] adv. (iF 2k
Xk ) FeA-mif
#l: We must get together sometime

next week to catch up on things. |

(FAT TR B AR —F A
TR ORI . )
* catch up on sth THRER LR |
10.doubt [daut] ve. $78E (ZJ5AT$#that M
#Jk whether / if 5| SS9 M%) )
& I doubt if the idea will work.
(RAHE EX T EBREAAT. )
11. sightseeing [ ‘sartsim] ». Wt
do the / some sightseeing  ZWk
= go sightseeing
12.update [,ap'det] ve. i
13.detail ['ditel] n. 405

@: The project was planned down to
the last detail.

(XATHRITER. )




