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Meeting Foreign Business
Individuals or Groups

Teaching Aims

(D Background knowledge about business meeting

@ Learn how to receive business friends or groups for business communication or
negotiation

(3 New words and expressions about business meeting

Background Knowledge

During business activities, when foreign clients, cooperative partners or some relevant
departments come to your company for business inspection or business discussion, it means
their great interests in your company, there is a possibility of further business development. If
you want to leave a good impression on your guests, the first important thing is to meet them
at the airport. You should dress formally in suit to show your personal or company’s good
image, this is the first step for successful business.

After introduction and greetings, you can ask the travelling situation to show your
concern ([kan'sa:n]3%[») about the clients in order to shorten (['fo:t(a)n]4ii%i) the distance of
each other. As a receiver ([ri'si:vo]#f5#), you'd better offer to take luggage for your
customers to make your clients feel at home. On the way to the hotel, hosts can introduce
sightseeing (['saitsizn])M ) along the road, the situation or changes of the city. Not only can
it avoid the silence on the way to the hotel, but also it can help clients know more about your
city, this is the basic etiquette. After you bring your clients to the hotel, you don’t need to visit
the room to avoid bothering (['bo32]FT#) the rest of the clients after a long flight.

Questions for Discussion
1. What preparations do you need to make before going to the airport to meet your clients?

2. What else should a secretary do when there is a guest to visit the company?
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Part One Listening

Dialogue I: Receiving Guests

Ms Marie-Paule Sheared and her assistant Dr. Zhang are visiting the company tomorrow. M.
Sam asks Madeline to meet them at Guangzhou airport and book a table for dinner.

A: Mr. Sam B: Madeline C: Ms Marie-Paule Sheared

D: Dr. Zhang  E: A receptionist ([ri'sepfonist]#1f 02 at China Hotel

(In the office)

A: Madeline, [1] ? They are arriving

tomorrow at 10 a.m.
B: Oh, yes, [2]

: Please go to the airport a bit earlier in case the plane gets in [3]

>

B: Of course.

A: Take a large piece of paper with you and write their names on it so they can recognize you.

B: Yes, [4] ?

A: Oh, no. Please use the office car. And take them to the hotel first so that they can have a
rest. I will meet them here at two in the afternoon.

B: All right.

A: By the way, could you [5] tomorrow evening
at China Hotel?

B: Sure, Sir.

(Over the phone)

E: China Hotel. Could I help you?

B: Yes. I would like to book a table for four for tomorrow.

E: [6] ?

B: At 6:30 p.m.

E: What is it going to be, Chinese food or western food?

B: Chinese.

E: May I have your name please, Miss?

B: Madeline, the secretary of the Oriental Company. By the way, [7]

with a separated space?
E: Since we have received many bookings, I can’t [8] anything. Please be assured

that we will try our best, Madeline. I hope you’ll understand.



B:
E:
B:

: I do, but [9]

: 1 will try my best. So, it’s a table for four at 6:30 tomorrow evening and it’s Chinese food.

Unit T Meeting Foreign Business Individuals or Groups 3

Right?

That is right.

Thank you for calling. Goodbye.
Goodbye.

(At the airport)

C:

: Yes, I am Madeline, Mr. Sam’s secretary.

A" O OwE o 0Ow

=}

: You are welcome. [12]

Hello. Are you from the Oriental Company?

: Nice to meet you. My name is Marie-Paule Sheared and this is my assistant, Dr. Zhang.
: How do you do? Nice to meet you.
: How do you do? [10] ?

: Yes, the service was very good.

: I am glad to hear that. Our car is out [11] . Shall we go then?

: Ok, that sounds good. We have rather heavy luggage.
: Can I help you?
: Yes, thank you very much.

(Later that evening at China Hotel)

AT O OF OF O » 0

: Good evening, Mr. Sam. I hope I am not late.

: You are here right on time. We have just arrived, too. Please sit here.

: Thank you.

: Would you like to use chopsticks or a fork and knife?

1 [13] . I will take the chopsticks.
: What would you like to drink?

: What do you suggest?

: How about Mao-tai, the best liquor in China?

: It’s quite strong, am I right?

: Yes. But it doesn’t go to the head as most liquor does.
: All right. I"d like to have a try.

(After dinner)

C:

A:

Well, I think the time has come to say our thanks for your kind [14]

We saw more than we planned and met many valuable people. We [15]

The pleasure was all mine. | appreciate having met you and I am very pleased with our

new agreement.
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C: [16] your very efficient secretary, we managed everything.
B: Thank you.

C: We will be looking forward to your visit to London.

A: Thanks a lot, and [17] . Bye-bye.

C: Goodbye, see you soon.

Notes

. recognize (v.) ['rekognaiz] AH

. guarantee (v.) [gaeran'ti:] iR

. oriental (adj.) [o:ri'entl] 4 5]

. assure (v.) [a'fua] [i]====+ {RAIE

. chopstick (n.) ['tfopstik] 1

. liquor (n.) ['ika(r)] & &S A9 UCRE

. hospitality (n.) [hospr'telitr] #f %

. valuable (adj.) ['vaeljuabl] A M {E

. favorable (adj.) ['fervorab(a)l] EEFHI, B
10. agreement (n.) [2'gri:mant] X

O 00 1 O L B W N =

11. receptionist (n.) [ri'sepfonist] & i
12. appreciate (vt.) [o'prizfiert] /B

Dialogue II: Meeting Arrangement

James: [ would like to set up a meeting so you can come in and [1]

Jessica: [ am available next Monday or Tuesday, after 1:00 p.m.
James: Let us say Monday at 2:00 p.m. Do you know where our offices are?
Jessica: Yes, | have been there before.

James: Will you need any [2] equipment set up for your presentation?

Jessica: No, | have a laptop computer. [3] we can hook that up in the
conference room, we should be all set.
James: Ok, see you Monday at 2:00 p.m.

James: See you then.

Notes

1. available (adj.) [o'verlab(a)l] 11451
2. laptop (n.) [leeptop] {545+ H i
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3. as long as (conj.) HE

4. hook (v.) [huk] H----- Tk

Part Two Oral Practice in Groups

Dialogue 1

A: FRAT AL T ERAR B FZ A ?
B: H%, #f. +2EE.

A TERHT— RN AR WA LIR AT Bk .
B: 48R WILL.

Dialogue 2

A: AT — K IR N BB R
B: /REARA AR TR ZEER?

A: T 6 ¥

A VRN, ARAYAE A

B: RMIE, RKITAF KA.

Dialogue 3

A: RME R —F, AEAREEE WAL R T2
B: B EANTERZ AT, Frid A BRI 4.

A: U E. WRAELHE, WAIAHRZR.

B: KR,

Dialogue 4

PREF, PRIER B AR TT A R AR ?

B, BEXLIR. XERMBTFERLE.,

RENRBR. AT ?

R, RFRE .

AR BNXANH R o BRATRI 5 7R SN 45 25 37, AT BAE 77 2
s AL, AR

: AEAR, ERILE.

> W E R R P

Dialogue 5
A: B E4F, RABEREBE.
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: NS B, sAHEE TR,
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: BEARAE.

s BRI B A 3K A

: AEA . IRREIRAES

Part Three Translation

IR REANE (mistaken) I35, FRETER B 3 EH KL% EIE?
fEheshil (spare) —sUF Bt (precious) IR )it ?

R, URISATZE (luggage) #RFF T 15?

. FRIEKFIIR @ A L4 (have the opportunity) K 5172 7] FE

C BRAEHEATER E R (extend) HIE ) (cordial) XKid!!
CXIAEE, PR ST ? i AR L T (luggage) ?
A, IR IR BT TE] (take the time) KHEIR.

CKAE 319 B5in), A TR Y 3K

CBANET, WASEHPRAETE T4 (check in).

10. #3454 (unsatisfactory entertainment), 4> HI¥#k.

Wb A W N -

\ooo_\xox

Part Four Read & Practice

. May I see your passport please? i H 7~ Hi.

. It’s my honor to be at your service. fig AR5 & KM HE.

. Here we are. We’ll have to check in first. FAI%] T, HAF5E5 508 AEE T4E.

. Here’s your passport and your customs declaration ([.deklo'rerfn]). iX & /R A4 BEFIHROCHL
. Excuse me, sir, but are you Mr. Mike from Britain by flight 747? 11, 46k, fRIEAL 747

SABER B 9 E Ha 5 SRS ?

. I’ve come to meet you. & KFE/RH .

I’ve heard so much about you. Did you have a good trip? AfNAAN, itk ?

. It’s a pleasure to have an opportunity to come to Guangzhou /R = XA LK) M.
. We’ve reserved/booked a room for you at Shangri-La Hotel 3 A1 A R 7E B A% HL 7 7€ 17 il

BT &G .
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10. I hope you will enjoy your stay here. 3 A5 22 /R7E X B i 154 R .

Part Five Free Talk

Make a short dialogue according to the following situation and present it in front of the class.

Wang Kali from Hubei Import and Export Company meets Mr. Laurent from London at
the airport. They talk about the food and service on the flight. They walk toward the parking
lot and head for a hotel.

Part Six Exercises

I. Practical Reading: Establish business relations
Dear Mr. Smith,

Thank you for your e-mail dated (['dert]y¥ ] H ) July 15th inquiring about our
company and our products. Enclosed ([mn'klouz]fff |-) are our latest brochures ([brau'fa(r)]/)»
i) listing (¥11%%) all the types of refrigerator ([r1'fridzoreita(r)]#7K#i) we manufacture.

BT 7 A 15 HEW R JATA R B s G SL R B o B AT 2 R B i
PR S, IR IRATA " A BT BT B LKA

All kinds of our products are good sellers and worth commendation ([ komen'deifon]#%
$, FR%E) for their excellent quality. If you are interested in marketing these products at your
end, please let us know and we shall be pleased to send you our quotations ([kwau'terf(a)n]#
#t 51) upon receipt of your specific enquiries.

AT ™= o8, PR R ERNE . WR 5 A R SRR B R IX L= &),
R — BRI BT, FA TR LRI S H AR 8.

We have not sold our products in Japanese market in the past, and would be delighted to
do business with your company. Please go through (go through i %) the enclosure
([in'klouza(r)]Ff1F). We would be happy to answer any questions that may arise (H#1).

LR A TR DA TS EL 5, BIIROIER @SR AR EE, 1§
BERRHE R BERE . AR BE R BB AT AT i)

We look forward to hearing from you.

A VAR E A

Best wishes.

BLTHWE.
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I1. Match Column A on the left with Column B on the right.

e e e e e e T N T T Y e N N N e e T N

N N N N N NN N NN NN N NN N N

Column A

1. jag lag

2. You must be Tom from France.
. extend our warm welcome to you
. Please be seated.

. double room/singe room

3
4
5
6. on behalf of our company
7. Don’t stand on ceremony.
8. How’s business?

9. I’ve come to meet you.
10. How’s your flight?

11. given name

12. My last name is Zhu.

13. It’s really an honor for me to meet you.

14. Are you from America?

15. What’s your last name, please?
16. Excuse me

17. customs

18. I’ve often heard about you.

19. parking lot

20. business card

Column B

o8 [N oyt B B

[ J S e T e T
S VX UL A WL~ O

AR

k-t

WONLIN

i 2

REBA A A

TR RERER AR E S
TR

i ) Sk ?

FARFEREN R

- ARAE SR A ?
- BIEARIEARE

ff] PR 7S BAT TR X

. TRBEARE?
4

ER A ?
LB

MEEY

- A

. 1A



Presentation and Promotion of
New Products

Teaching Aims

(O How to implement (3£H{) marketing objectives through sales and communications
activities

@ Understand and ensure (f&1iF) the marketing process must be effective

3 Learn what SWOT analysis is

Background Knowledge

In the increasingly competitive market today, many customers do not fully rely on
commercial advertising. They hold the princi;;le of “seeing is believing” and pay attention to
actual effects. Therefore, the presentation and promotion of the product will play more and
more important role in concluding a deal. To some extent, presentation is the strategy of
promotion and promotion is the objective of presentation. Both presentation and promotion
will focus on stimulating (['stimjuleitin]#4/ill) customers’ interest in the product. It also
strengthens the confidence of customers in new products and intrigues ([mn'tri:g | ¥ -+ <
i#) their purchasing intention.

During the process of presentation and promotion of products, four things should be
carefully considered: 1) give more priority ([prar'oriti]ffi 5% F€) to the possible items the
customers may purchase; 2) present how to use the product with patience in order to make
customers understand the quality and characteristics of products; 3) describe the advantages
of products with a brief introduction of the sales performance achieved to strengthen the
customers’ confidence in the products; 4) introduce the background of your company or

factory to let customers trust with the new products.

Questions for Discussion
1. If you want to cut down the price of the product you want to buy, how could you say?

2. How to describe a new product to your target customer?



