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Programme

Business Reception

B %5 EF

Objectives

1. To grasp the relevant terms and expressions on business reception;

2. To get some ideas of the procedure of a business reception;

3. To master the techniques of receiving business clients in business activities;
4. To learn to establish good business relationship with foreign clients.
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Brief Introduction

In business field, reception stands the most prominent position. It aims
to make clients relaxed and to develop further relationships among them.

When a businessman receives his clients, he usually leaves his office and

immerses in an open air with the clients. That is important to improve the
relationship among the clients and find additional chances for business. A successful reception
will make a good impression on the clients and be likely to reach an agreement.

Business reception includes such activities as meeting the business clients at the airport,
sending them to the hotel, entertaining them, arranging visits and sightseeing trips, checking out
and other activities. Among these, entertaining clients is particularly important.

In entertaining activities, business clients can freely communicate with each other and
exchange business ideas and opinions to better their relationships. Furthermore, business
entertainment adds more personal factors to the business relationship, and businessmen can gain
much insight into the needs of the clients and their companies. Meeting mutual needs is a basic
component of a good business relationship. Business entertainment can also be a way to express
gratitude on behalf of the company, to support a
charitable organization, or to celebrate a significant
achievement. Essentially, business entertainment is
about business development and business profit, and
develops high-performing business relationships.

There are many other means to entertain the
clients. Going to a concert, playing golf, taking part

in sports, having an outdoor dinner and participating

in social and cultural activities can all be

recommended. Nevertheless, bound by time and place, one might not have enough chances to
entertain one’s clients well. Furthermore, one is not sure if the entertainment or recreational
activities may satisfy one’s business clients. Because most of the business clients have no idea
about what to see, one should just arrange something entertaining or relaxing that may impress

them and broaden their horizon.
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\47\ ? Sectionl Warming Up

1. Matching the Words or Expressions

Read the following words or expressions and then match them with

their Chinese equivalents appropriately and quickly.

(1) the Customs A. BETZE
(2) passport control B. #fekb

(3) flight connection C. HE; Hth
(4) light luggage D. ABif5
(5) reception desk E. #iRE

(6) fill in F. & K [a]
(7) registration form G XK

(8) round-trip ticket H. [EFRAiEE
(9) departure time L ik

(10) international flight J. HpLAL

2. Discussing

Look at the following pictures and discuss the questions with your classmate.

(1) In picture one, what are the woman and the man doing?
(2) In picture two, how do you think of the dining room of the hotel? Does it leave a deep
impression on you?

(3) In picture three, do you know what kind of facilities should a room offer in a business hotel?
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@\ Section Il Acting Out

Ol
. Programme 1
Preparations Business Reception

In order to do a good job in conducting business reception, you should equip yourself with the

Jfollowing expressions and sentences beforehand.

1. Important Words and Expressions

client B airport il flight ®AT: PEAL
luggage 172 smooth IR AR convenient J5ff ]
delighted &34 chopstick By invitation  IH1E

check out 4iKiR 5 reception desk FEfFAL account i

total it creditcard  fFHF fill out EE

2. Useful Sentences

(1) How was your trip?
(2) We were held up for a while at Hong Kong Airport because of the heavy fog.
(3) The flight was smooth on the whole and the service was good.

(4) You must be very tired after the long trip.

(5) Our company wants to make sure you have a pleasant trip.
(6) I wonder if you’ve had any plans for tonight.

(7) Then I’d like to hold a dinner in your honor.

(8) Is that a convenient hour?

(9) 1think I’1l try chopsticks and see if I can manage.
(10) It’s made from rice, so it’s mild and mellow.
(11) Have you used any hotel services this morning or had breakfast at the hotel dining room?
(12) I'1l get your bill ready for you right away.

(13) That makes a total of 640 US dollars.

(14) Please sign your name here.

(15) Is there anything valuable or breakable?
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Project Study 1: Meeting a Client at the Airport (AliZil#EZF)

Mpr. Li, manager of Oriental Company in Shenyang, is waiting at the gate of

the Arrival Hall of Taoxian Airport. He is expecting Mr. Smith, who comes

from the United Trading Company of America for an important business

negotiation.

Mr. Li: Good morning, I’'m Li Ming from Oriental Company. Are you
Mr. Smith from the US?

Mr. Smith:  Yes, I'm Paul Smith. How do you do, Mr. Li? Glad to meet
you.

Mr. Li: How do you do, Mr. Smith? How was your trip?

Mr. Smith:  Not too bad. We were held up for a while at Hong Kong Airport because of the
heavy fog. The flight was smooth on the whole and the service was good, too.

Mr. Li: You must be very tired after the long trip. I’ve got a car waiting outside to take
us to your hotel.

Mr. Smith:  That would be great. Thanks for taking the time
to meet me here.

Mr. Li: You’re welcome, Mr. Smith. Our company
wants to make sure you have a pleasant trip.
Do you have all your luggage here?

Mr. Smith:  Yes, it’s all here.

Mr. Li: Let me help you with this case.

Mr. Smith:  Thanks.

Mr. Li : It’s my pleasure, Mr. Smith. This way, please.
[ Notes]

(1) Oriental Company 7 J5 /A &)

(2) Arriving Hall of Taoxian Airport BAlIHLIZ KL AT

(3) expect v. %EFRF; WIRF; HIE  expect much of sb. X H: N7 T /EH
<[1> TIexpect not. =I don’t expect so. FTINANAZ.

(4) United Trading Company k& 5 /3 7

(5) negotiation n. RF|  enter into negotiations with sb. 54 N#EATRH
negotiate v. KH
negotiate with sb. about/over sth. 5% N iR A F- 5
negotiate peace YA

(6) How was your trip? %47 i thng ?
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(7 holdup  BH#Y; fdifF i
gethold of #MfE; 73| hold out ANiBik; #fit
holdto '"B¥F hold down [l
(8) for a while —2JL
(9) heavy fog K%
(10) smooth  adj. A
(11) on the whole & HJKE  inwhole #EMHh; 43 awhole lotof %
(12) You must be very tired after the long trip. KIERITZ )5, B—ERRE T
(13) make sure  fififR
(14) luggage n. 174 (A.E.baggage) two pieces/articles of luggage 172
check one’s luggage FAFAT4  excess luggage FHEHEATZ
registered luggage FLiZfI4T4
(15) help sb. with sth. ~ #EBhHE AR H  help oneself (to) (MR ANHIE) EREEN
help sb. out 7 BhE N URAERT (BIEMFEE)  with the help of fE------HIFEEL T
(16) This way, please. =Go/Come this way, please. 15Xk .

[ Role-play]
Role-play the above dialogue in pairs.

Project Study 2: Laying Dinner for a Client (£i5% )

On behalf of her corporation, Miss Zhang has prepared a splendid
dinner at Hongji Restaurant for her American client Mr. Black. At the

dinner table, they talk a lot and have a good time.

Scene 1: Invitation

Miss Zhang: [ wonder if you’ve had any plans for tonight.

Mr. Black:  Not yet at the moment.

Miss Zhang: Then I’d like to hold a dinner in your honor.

Mr. Black:  Oh, don’t trouble, Miss Zhang.

Miss Zhang: No trouble at all. It’s our pleasure. What about six o’clock at Hongji Restaurant
to have a typical Chinese food? Is that a convenient hour?

Mr. Black:  That’s very kind of you. I’d be delighted to come.

Scene 2: During dinner
Miss Zhang: We are happy you are here today, Mr. Black.
Mr. Black:  Thank you very much for preparing such a splendid dinner especially for me.
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Miss Zhang:

Mr. Black:

Miss Zhang:

Mr. Black:

Miss Zhang:

Mr. Black:

Miss Zhang:

Mr. Black:

Miss Zhang:

Mr. Black:

Miss Zhang:

Mr. Black:

Miss Zhang:

Mr. Black:

Miss Zhang:

Mr. Black:

Miss Zhang:

Mr. Black:

[ Notes]

(1) lay dinner

dinner party 4>

It’s our honor. I know how busy you are.

It’s nice to be here with you.

Would you like to use chopsticks or knife and fork?

I think I’ll try chopsticks and see if | can manage.

Let me show you. At first, place both sticks between the thumb and the forefinger,
then keep one still and move the other, so as to make them work like pincers.

Let me try...Well, how is that?

Wow, you are learning fast, Mr. Black. What would you like to drink, Mao Tai or
rice wine?

I’ve heard a lot about Mao Tai. It’s strong, isn’t it?

Maybe stronger than whisky.

I think I’ll have something milder, if you don’t mind.

Then try some rice wine. It’s made from rice, so

it’s mild and mellow.
All right. I’1l try some.
Let me fill your cup.
Thank you.

How do you like the wine?

It suits my taste and just fine.
Well, to your health and success in business. Cheers!

And to yours, cheers!

B g

dinner service/set

at dinner

(—&) mER

(2) on behalf of sb. /on sb.’s behalf, (A.E.) in behalf of sb./in sb.’s behalf
WRENRAERRARE N AEAZH
(3) corporation . (abbr. Corp.) A ]

(4) prepare v. #E£  preparation n. #E£  do preparations for=prepare for &

(5) invitation 7. BXiE at the invitation of sb. N Jt A fr)igki5 invite v. ik

(6) at the moment HFl; FFE  atany moment [fifif  for the moment #JH
Just a moment. EMEE— T,

(7) hold a dinner 2547 Hf %

(8) in one’s honor ~ [f]+++=+* RHUR

(9) convenient adj. Jifff]  convenience n. Jiffi  for convenience N T J5{EiL L
Convenience Store= CVS  fFF)5

(10) chopstick n. T chopsticks n. T CHHEHEZD
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(11) manage v #49\; B FH manage a tool dexterously — PAZRHbfs FH T B
(12) thumb n. 45 forefinger n. B1H

(13) still  adj.

i)

(14) pincers n. #fF  apair of pincers —3E T
(15) mild  adj. WAIP]; A5RFU

(16) whiskey

n B1I=

brandy H25#  rum BHMRA  tequila BE=  vodka fREFHD
(17) mellow adj. ZEMIf); J5EER
(18)suit v EA; He--®  suitable adj. HIEM; EEW

(19) Cheers!

[Role-play]

AR

Role-play the above dialogue in pairs.

Project Study 3: Checking Out (£5MkiRFE)

After several days’ business talks, Mr. Green has completed his
business task and is leaving at ten a.m. He comes to Miss Liu at

the reception desk.

Miss Liu:
Mr. Green:
Miss Liu:
Mr. Green:
Miss Liu:

Mr. Green:

Miss Liu:

Mr. Green:

Miss Liu:

Mr. Green:

Miss Liu:

Mr. Green:

Good morning, Sir. Can I help you?
Yes, I am leaving at ten a.m., so I’d like to settle my account now.

Yes, sir. May I have your room number?

Room 616 and the name is Ned Green.

Have you used any hotel services this morning or had breakfast at the hotel
dining room, Mr. Green?

Yes, my friend and I just had breakfast at the dining room, but we didn’t use any
services.

OK. I’ll get your bill ready for you right away. Six nights at 85 US dollars each,
and here are the meals that you had at the hotel. That makes a total of 640 US
dollars. :
Can I pay by credit card?

Certainly. May I have your card, please?
Here you are.

Just a moment, please. (After a while)

Please sign your name here. R AN N . .

Oh, yes. By the way, does your hotel provide luggage storage service?
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Miss Liu: Yes, just bring your luggage here and we will put a label on it and give you the
counterfoil to claim it later. We will then put it safely away. Is there anything
valuable or breakable?

Mr. Green: Yes, | have an iPad in my bag.

Miss Liu: Oh, I see. Please fill out this form.

Mr. Green: Thanks a lot.

Miss Liu: You’re welcome.

[ Notes]

(1) check out #iKiBp5  checkin Hid A

(2) business talk  FMLER; IRAER

(3) complete  v. FEK; ZEW

(4) reception desk  #fFAL  receptionist F&AF

(5) account . MK TKE
balance/settle/square accounts with 5 +++++- ZiEKH
take into account %5 & 3| account book i {#

(6) right away = at once = immediately 7%

(7) service n. k% atsb.’s service Wi AMyMff  service charge %% %%
serve v. N fli%  serve one’s country N[E KT

(8) total adj. /n./v. JAHI; JEil the total amount A intotal Lk

(9) creditcard f5H+&  cash n B4 payment n AR
mobile payment 1733 B AT

(10)sign v. &4; &7 sign one’s name %%

(11) luggage storage service 17248 IR 5%

(12) label n. #3%5  put labels on one’s luggage 7E4T24= LIiAREE

(13) counterfoil n. (5%, FEHETE) AR, ZER

(14) claim v W\, B 5 Wi o B WS ARG B

(15) valuable adj. STEPF); AUER o HEYS: UE

(16) breakable adj. Zj ¢RI

(17)iPad n. SERAF KRB  pad n FEA  tablet n “FHRHEM

(18) fillout 1HE; IHLF  fill out this form IHEX KK

[ Role-play]
Role-play the above dialogue in pairs.



