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Unit 1 Main Practice of Public relation



Chapter 1 News conference

A Y

’ o

1. Communicating with the press

(1) Advertising agency

Dear Mr Wang,

We have seen some of your locally pro duced commer-
cials and were impressed with their quality. We are planning
a series of pro motion to announce ou new product and we
are interested in your agency.

We want to produce a 30 —second tlelvision spot for lo-
cal stations. Please contact us as soon as possible so that we
could discuss how you would propose to handle our account.

Baker

Public Relations Manager

30 s



(2) Newspape;r agency

Dear Miss Rose

We are planning an Autumn Sale and we would like to
advertise in the Successful Daily.

Please send us your rate stheet as soon as possible, If
you have any special requirements for the printing of art-
work, please forward those with the rate sheet.

Thank you for your cooperation.

Yours sincerely,

Miller

Public Relations Manager
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2. New Conferences Plan
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The Choice of news mediums
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Inviting Guest
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Chapter 2 Special Action & Interview Case
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1. Open touring
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2. Touring plant's interview case °
(1) Greeting

P=Public relations manager

G=Guest S=Staff

P:Good morning, Mr. Biter. I'm in the lobby.
(2)Conversation

P:Nice day isn't it

P.Cold,isn'tit

Muggy,isn't it

(3)For Schedule
P.I think we should discuss today’s schedule before we

leave.

Now Id like to escort you to our company.

Well be leaiving here by car at 8:30 and should reach
ths SenDar plant by 9:30. Were scheduled to be back here in
Shen zhen by 5:00 this evening.

8 , 9 .
5 o

Where we arrive at the factory,I will give you a tour of



the acilities and introduce you to some of our key people. Af-
ter that we can start our discussions.
b b

(4) Introducing plant for customers

P.Here we are.

G:Oh,that was fairly quick.

b o

P:These are the facilities at the SenDar plant. The gray

building over there is the dormitory. Let me show you a-

round.

o

G:Oh,theank you. I'd like to seeit.

P:Oh, thank you,Id like to seeit.
G:Let me show you around the plant.

. G:Thats a good suggestion

P.Wed like to give a complete picture of our operation.
(5)Introducing manager

P:Ms. Mary.,this is Mr. Chen,our president.

’ o



Mr. Barrk,this is Mr. Chen,manager of the pesonnel af-
fairs section here in Sen Da Plant.
) o
Id like to introduce Mr. Ridge,our sales manager.
) o
Let me introduce you to the man in charge of this pro-
ject.

o

You haven't been introduced to Mr. Lu yet,have you

Ive been waiting to introduce you to Ms. Fang for some
time.
G: Coule you introduce me to this young woman,

please

Of course. Mr. Smith, this is Ms. Lin;

Ms. Lin, Mr. Gary from New York,

(6) Exchanging the card

S: HereBusiness card. I'm in the international division.
G:Here's my card.

o

S:Let me give you my card. It's in Chinese on one side



and English on the other.
(7)Let customers to see manual and introducing movie
P: Would you please look through these pamphlets
This will give you an outline of the SenDar plant. Now, we'll

show you a 20— minute f{ilm about our company.

° s 20

G:How do your quality control systems operate here

P:Please look on six of the catalogue. It can give you a
better explanation thean I can.
6 o
(8)Showing the catalogus
G:I'm interested in your personal computers.
P:In that case,please take this brochure which explains
products made here.

o

G:Do you have any literature on it

P:May I show you our catalogue

Shall I show you our product information sheet



(9) Touring showroom

P:Please step this way. I'd like to show you our show-
room.,

Almost all of my company’s products can be seen in this

showroom,

Please ask any questions.

Please take a look at this. It's a new video system we've
just developed.

(10) Salestalk product

P:Broadly speaking,we make two kind of things:kitch-
en appliances and vacuum cleaners.

b H o

We handle primarily refrigerators.

We sell primarily automotive parts.

Our company supplies a wide range of office automation

devices.

(11)Introducing corporation
P:Our company is one of the world’'s biggest manufac-

10



turers of integrated circuits,and we have offices in every ma-

jor country.

o

WeTre the second largest paper manufacturer in China.
C:How big is your company

How many employees do you have

S:About 900 in the plant,and 350 in the office.

900 , 350
the SenDar plant was builtd years ago.
4 .

S: At present, there are 940 people at the SenDar
works. Of that number,736 work in the factory itself, 64are
employed in the general affairs department, and the re mai-
ning140 are technical engineers.

940 o 736 ,64
R 140 o

P:The general affairs department is involved mostly in
managent and accountion.

S:The engineering department concentrates on mainte-

nance and quality control.

11



(12)Sale Corporation

P:As far as technology is concerned, we believe we are
among the best in the world.

S:We've spent a great deal of money on equipment in
this plant.

P:We are all very conscientous about keeping the facto-
ry clean.

S:We's very proud of our quality control. Our standards
are very high.

S:We have continually upgraded our products while al-

so producing them faster.

(13)In times of answer
P.I'm sorry,but I'm not authorized to give out that in-
formation at this stage.
) .
S:The prices of our new products have not yet been de-
cided,so I'm afraid I'm not at liberty to discuss that point

yet.

Mr. Li is really informed on the East Europe market.
12



Please try to ask him about that.
) .
P.Mr. Wang is up to date on computer software. He'll
be here in just a moment.
In that case,I believe you should see our sales manager,
Mr. Yang. Mr. Yang usually deals with our sales activities.
) o

o

(14)To have lunch and eat N
P:Would you like a cup of Chinese tea

You must be hungry by now.

o

(15)To take a break
P.Shall we take coffee break

Well, shall we have a break You must be tired, having

seen all of our plants all at once.

o

Please, make yourself comfortable.

o

Would you like me to open the window for you

(16) Leaving
13



P.Will you excuse me
If youll excuse me now,Ill join you at4.
s, 4 .
Excuse me, Ill be right back.
(17) Apology
P.I'm sorry to have kept you waiting for such a long

time.

o

(18) About smoking
G:May I smoke

Do you mind if I smoke

(18) Asking translate
G:Excuse me for speaking in Chinese.

P: My English ability is not good enough for normal
conversation,so I have asked Mr. Lin to translate for us.

o

Mr. Liu,would you please translate for us today

’

(19) Taking impression from customers

14



P:What do you think of the plant

Having seen the showroom and our factory,what's your

overall impression

(20)Farewells

P.1 hope to see you again.

G :I'm looking forward to having another chance to talk
with you.

P:Good—bye. Have a nice flight.

Good—bye. Have a nice trip.

Take care of yourself.

P:So long. Hope to see you again soon. Good luck on
your trip.

’ ’ o

S:Happy Landings

15



