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Receiving Visitors (I) Greeting, Introducing and Small Talk

Part | Leading-in Questions

Part I

Drills & Expressions

Part Il Typical Dialogues

Roles Simulation
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Part | Leading-in Questions

What issues should be involved in receiving visitors?

Receiving visitors usually involves greeting and introducing, small talk, business

dinning and further contact.
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Part | Leading-in Questions

Q2 What is the importance and benefits of making correct business
introduction and greetings?

Importance and benefits of making correct introduction and greetings are
actually beyond our imagination in reality. Ordinary channels, through which new
potential sellers and buyers meet together, such as international trade fairs or
exhibitions, require much money for participants, especially for products and service
providers in the contemporary commercial world. After you spend expensive fees of
renting, traveling and boarding, what you only get is the chance of meeting new
customers. Without correct introduction and greeting skills you might offend others,
or at least find it difficult to impress potential clients for further business contact, let
alone reach a deal.
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Part | Leading-in Questions

. In your opinion, what seems to be the golden rules that ensure you will be
Q3

welcome when you have the first face- to- face business contact with a new
customer?

The golden rules can be brainstormed by the whole class. Every student is

encouraged to talk and hopefully a warm air of discussion can appear.
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Drills & Expressions

| don’t believe we’ve met.

No, | don’t think we have.

My name is Chen. Here’s my name card. It’s nice to finally meet you.
How do you do? My name is Fred Smith. And I’'m glad to meet you, too.
Do you have a calling card?

Yes, right here. Here’s mine.

Thanks.

2 ® > @ > 0 2

KiEH T K54 mAit



=lad | Drills & Expressions

K& T K5 kit ©)




Drills & Expressions

Is that the manager over there?

Yes, it is.

Will you introduce me to the new manager? | haven’t met him yet.
Haven’t you met yet?

No, we haven’t.

® 2 ® » ® P

OK. Let me introduce him to you. I'll be glad to do it.
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Drills & Expressions

May | call you next week?

Yes. But, do you know my number?

No, | don’t. I'll call you if you give me a name card.

I’m sorry, but | don’t have any with me now.

Just tell me your number, in that case.

It’s 3738-2659.

3738-2659. OK, | got it. Here’s my card, and if | can do anything for you, please don’t hesitate to let me
know.

B: I will. Thank you!

2 ®r®®r>®2

Drill 3
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Drills & Expressions

A: What's your hobby?

B: My favorite hobby is fishing, for it is both interesting and meaningful. It also tempers my willpower.
A: I’'m fond of going fishing, too. But | think fishing is very difficult for me.

B: It's easy as long as you take time and patience.

A: You're right. Stamina is what we need to achieve success, and what young people usually lack.

B: Icouldn’t agree more.
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Drills & Expressions

Mr. Johnson, you speak excellent Chinese.
Thank you for saying so.

Where did you learn your Chinese?

©w > @ 2

In Canada. | had learned it from high school to university. Then | went to a language school to improve
my business Chinese communication.
A: That’s marvelous! Your Chinese is certainly superb. You almost speak as well as Chinese.

B: Thank you. | appreciate your compliment.

Drill 5
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Drills & Expressions

How many times have you been to Guangzhou, Mr. Robinson?
This is my second time. The last time was in spring.

Did you enjoy your staying here last time?

@ > @ 2

Yes, except the weather. It kept raining, and the weather was cold and wet. It made me feel very
uncomfortable. | even had a bad cold.

A: That’s too bad. But don’t worry this time. Autumn is the best season of a year here. It’s neither hot nor
cold. I think it must be fine while you stay here. | could show you around then.

B: That’s wonderful. | think I'll enjoy it.

Drill 6
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Drills & Expressions

A: How faris it from here to the heart of the downtown area?

B: Quite a distance. It takes about 15 minutes on foot.

A: The city is undergoing a lot of changes. All the streets seem to be so busy.
B: Yes, especially during rush hours. The traffic is extremely heavy.

No wonder you have built a lot of pedestrian overpasses.

But transportation is still quite a problem to be solved.

> ® 2

That’s something common to most cities.
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Drills & Expressions

A: What's your impression of our country, Mr. Gary?

B: 1don’t know much about your country, I’'m afraid. But | admire your long standing history and splendid
civilization.

A: Every country, every nation has its own rich historical heritage.

B: Chinese civilization is one of the oldest ones in the world.

A: As far as natural science is concerned, we are still lagging behind. We need to learn advanced
knowledge from other countries.

B: You have been making rapid progress in this field.

Drill 8
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Drills & Expressions

English for Chinese Typical Business Expressions

1. BRFRNE—TIKECS. / FERNMA-—THAHRGR. / ZEEHS, X QXN HIHTHEIE,
/ BREXABILE, BEDIESBEE. / BE X Q7FEEHAERS?
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Drills & Expressions

English for Chinese Typical Business Expressions

2. IEWMFEERER. / HMN—EEFMMEEENAE. / KEBEMMRZHT. / HAEILE
AFT. / NAERKBET
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Drills & Expressions

English for Chinese Typical Business Expressions

3. HBNMSWMRE. / RRERBE. — BATYRAER)
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Drills & Expressions

English for Chinese Typical Business Expressions

X—ERERR. / BlRERZET, E? / K&K

4. —RRAfAT? / IRIEXELGFL? / HEE
ERE (BEAR) T. / e R MEEESRERH

TR (+Z2MERITR) B—F
B o
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Drills & Expressions

English for Chinese Typical Business Expressions

5. XEMPIRLF, BME YTRIBEARKT. / FMEXKERT, HAEBTRZESKS. / IR
RELRRSEENE. / GREFNSERESERT 7. / WHEEERERANT. / st
tH B 8] R FE T
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Drills & Expressions

English for Chinese Typical Business Expressions

6. BRABImAR, AIMRTF! / REHXEERWATMEK. / BAERE=NHALERS—@E. /
FIEEFSER! RIIERFEEFNANER. / BFE—XEXRKELETETNERT .

KiEIZ T K54t



Drills & Expressions

English for Chinese Typical Business Expressions

7. BEEREL? / BEEICRPELE? / BERXMHHE? BRiSXILXSEAFE? /
EMNAWHEEET THAR? / BIRXILNKRSLE? / BrSEXETEEAR?

KiEIZ T K54t



Drills & Expressions

English for Chinese Typical Business Expressions

8. BRI RZBGFEMA? /BARERANLEFRETHBE? / AEEXRWEERRFE, LTEEEIK.
/ EXREHE, BREMEU—E? / £iR, BEHHNEENRELE? / BEREMTLM
RIBESYM? HAIUABRH.
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Drills & Expressions

English for Chinese Typical Business Expressions

9. TRVOEFNIRMASELSIIRIA? / EABMBEERNPIX AT, /ETAE! / XILHENRRRT

(o]
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Drills & Expressions

English for Chinese Typical Business Expressions

10. MNRFHNFERIEE. / BRERBERTE. / RUUME—B2HE? /iFXiBE. T
ZHEMIL. / SMEBEEAEFE, BRXIAE. / FNELOLRAT E, BXAE.
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EladlIB Typical Dialogues

1. (Mr. Chen is meeting Mr. Paula and his team, guests from Seattle, at Baiyun Airport.)

C: Excuse me. Are you from North America?

P: Yes. We are from Seattle.

C: You must be Mr. Paula from Pacific Industries Ltd., America ?

P: Yes, I’'m Simon Paula. You are...?

C: Allow me to introduce myself. I'm from the Guangzhou Garments Import and Export Corporation. My name is Chen
Hui. Here’s my name card. Our corporation has assigned me to be your host here in Guangzhou.

P: How do you do, Mr. Chen?

C: How do you do, Mr. Paula. On behalf of our corporation, I'd like to extend to you our warm welcome. And | hope
you’ll enjoy your stay here.

P: Glad to meet you, Mr. Chen. It’s nice of you to come and meet us at the airport.

C: It's a pleasure to have the opportunity of meeting you.

P: The pleasure is mine. Let me introduce my colleagues. This is Mr. George Quince, our Sales Manager. And this is Mr.
David Copperfield, General Manager Assistant.

&: How do you do? Nice to meet you.

C: Nice to meet you, too. Welcome to Shanghai.

G: Thank you.

C: Well, have you claimed your luggage? How many pieces of luggage do you have? %
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EladlIB Typical Dialogues

1. (Mr. Chen is meeting Mr. Paula and his team, guests from Seattle, at Baiyun Airport.)

P: Look, it’s just over there. We have only three suitcases.

C: OK. Let me help you with it.

P: No, thanks. | can manage all right. It’s not so heavy as it looks. Come on, let’s get out of the hall.

C: We've been expecting you ever since you faxed us the date of your arrival.

P: Thank you, Mr. Chen. I've been looking forward to this trip. It's been my wish to see your beautiful country with my
own eyes. And I’'m glad to say this dream of mine has eventually come true.

C: | hope you’ll enjoy your stay here and see more about China, Mr. Paula.

P: Thank you. I'm sure | will have a wonderful time here.

C: Did you have a good flight, Mr. Paula?

P: Just wonderful. Good food and good services.

C: It's along way to China. You must be very tired after more than ten hours’ flight.

P: Yes, | am, rather. But I'll be all right by tomorrow and ready for business.

C: Anyhow, | think you’d like to freshen up a bit and take a rest to overcome the jet lag. We’d better start for the hotel
now.
Yes, thank you. We are at your disposal.

C: This way please. Our car is in the parking lot. I'll go and bring it around. Would you please wait here for a moment?

P: OK, no problem.
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EladlIB Typical Dialogues
. v w

1. %)] RIWERS, WMREBHEXHFINEHD, RATLAEEA Are you... Z(#& You are... HAIEL, ENEBE AT
, BEFEH My name is ... 3(& I'm... AR, EEIRIENEVIAENZER Allow me to introduce myself... Z( &
May | introduce myself... i‘_ﬁﬂ’\]’nﬂ:‘:ﬁo

2. assigh B, IEEWER. XEEA “9lk, EBIK” .

3. host EIEFAR

4. on behalf of (sb.) {XF+. B (FEA), BATLIFRIAN on sb.’s behalf .

5. hall XEHENIAKXT

6. freshenup [REIRBEHKE, FKRFF (B2 ) BEHIEH. XEFLIEREA “KRERE”

7. jetlag XITRIER M

8. startfor BRERE “HERAIE” , 5 leave for BIFEHEIE]

9. atone’sdisposal ROBFPHER?TE, EERHREAME, WNRH. KFHENER “THEE”

10. parking lot $515& 1%

\_ J
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=il Typical Dialogues

1508], fRNTEMNILERAING?

=, FAIkBEmHEE.

B—EREEXFFEWBRATRKS FTEIE?

=i, HEAR KT, BE?

BRAFERMTERNEA. RN MNREREEOATR, HMEE, XRENBA. ARRIRTEARNET M
HABIRYIERF A 51

R4F, BRITE.

ReF, BWEFRE. BARBNATAINIGEEREMNBIT N, FARERNAXIEL SR,
REFONREMREE . HEIFERHERERNIAEREA.

HIRR=EGEBISHKIERE.

XERNER=E. TERNE—T, XENE BLEE, BNOHEENEE. XNUEXRT - BUKIEREKE, F
S EIEEE.

& f&4F, REFINRE,

C: FHBRSIONIRIEAT. IILB K.

G: 5!

C: B, RISTETE? FILHITE?

09O 9O

A R
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=il Typical Dialogues

P: &, MAERL. BMNRAB=1FiEHE.

C: Xk, HKBIRE,

P AHT, IKECHEIT. XEFAEELERLAE. E, HNEEE.

C: BAEBERESIFEAAMRINRERRLIK, HiT—ESMERFEMRIIEIR.

P: BRI, BREE. BMNE—EAPRFEXBKT. Z—EFEXREEFMFRNEWHER. REXAEXNEEE
FEIT

C: BERE, FELCAERXEISWR, 2L THRPE.

P: it HRERSTSRMIRAY,

C: KEFE, RMIRETFE?

P: |R%F. IRBEF, RS-

C: RPEEBRE, BT /LN RITIRIT—ERET .

P: 28, BEMN. FTEARHMEER, ALLRWIST .

C: REMI, ZRBRMN—EEEFMKE, RE—T, PFENE. RNAERFTEEEREE.,

P: 9FHY, WA FATITMIRMNIBILHE.

C: HERIB. TANEEEFET, RELEFIXR, FMIEXF—S/LEFE?

P: #FHY. JRIOIE

KEIE T K5 Rt O)




EladlIB Typical Dialogues

2. (Mr. Wang is meeting Mr. Jackson, one of his old customers, at the airport.)

J:  How are you, Mr. Wang? Long time no see. It’s so nice of you to come and meet me at the airport.
W: I'm very well, Mr. Jackson. Believe me. It’s a pleasure to meet friends coming from afar.

J: How’s your business these days? Busy as usual?

W: Yes, indeed. Now I’'m an assistant manager of the company.

J: Oh, great! Congratulations!

W: I'm so glad to see you again. If memory serves, it has been almost two years since our last meeting.
J: Yes, that’s right. We met two years ago.

W: How time flies! Yes, by the way, how long do you intend to stay here this time?

J: About two weeks.

W: Great! We’ll have enough time for our business talks. And between talks, we’ll arrange some sightseeing for you, if you wish.
J: Wonderful! Nothing could please me more.

W: Which hotel are you going to stay this time? Would you like to stay in the same one?

J: Yes. It’s quite comfortable. Good food and good service.

W: I’'m so glad to hear that. How is Mr. Ross, who came here last time together with you?

J: Heé’s fine, still in the firm. By the way, how’s your company doing these days?

W: Pretty well. We are far ahead of our export target.

J

W

:  Our clients are also very satisfied with your products.
: Glad to hear that.
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EladlIB Typical Dialogues
— \

1. Longtime nosee. [1Bi& ] FAARIN. CRBIHPEEZEONFEDEXRIE)

2. afar WRIATERA “Zmi, EXR” , MUXAHERIENER “BRRBZAER, AIFRFE”

3. XAEMEERE “NRBEIICIZEEIEELIEINGE” , QA LIENEA “NRBIZICHERIE .

4. How time flies! BN A), MBEAIE. BEEE “BELEE VR” , BH Ty “HAEWR, B ki, B

BESERR! 7 FF,

5. bytheway BEEZ “MEHRYE; M&EE—T" , OBPEH.

6. sightseeing FEM S, Hv%E

7. Nothing could please me more. 5 | couldn’t agree more. B9AIZVHEIL, AJEIEAR “STHHZEBHFEALT . 7

8. beaheadof & “fE----HI, WM T " WEER, FILAXERAEIEA “EESFLT 7

9. export target X Bi5H OEFR
\ J
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=il Typical Dialogues

RFLE, FHE? FALR! BEEKNIAIEREERTFT .

HIRGF, ANmAeE. 1FHEHK, GIHBEZAFREHRMIRNES.
BRITIRNIEN EE4RE? IRIAB—HEITIS?

FIfRantt. IMEFKEABNAFIEIIET .,

WE, K&F7T. HBsmim!

 EEXXIRILE T. inRxidts, TN EXNEZIMEESZERETIE,
i, HWANIEMERIAE.

B S ERET! 357, I@ERE—T, XREFTEEXILRZA?

KAWBE LA

: KWFT, BEHRNECBHEESRKEE. EFIREERE, MREEE, HRNTUAAGERHI—EN SRR
XFT! TFEERBHFEAILT -

XORIEITEEEME ? B F BRI SGEER?

=, WBEEREFE. JORNEY, MEREARS.

B ARBILEERESN. ERAS—ERk T H TS ?

REF, BEATE. IMER—T, IERFINABREEELKE?

c REF. HANBLEARAKER T H OIER.

BN E PRI~ REIEEFE.

ITIEX AR ES .

STETETETETETET IS
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Part IV BEOIERITIEELR)D

Situational Information:
Mr. Parker finally made his trip to China to negotiate with GFTD. He just arrived at the Guangzhou Baiyun airport.
Mr. Pan, the Manager of the Export Department, cannot come in person because of an urgent matter. So Mr. Pan
sent Miss Lin, his secretary, to meet Mr. Parker at the airport. And he himself would be expecting them at the gate of

the hotel in which Mr. Parker will stay later.

KiEIZ T K54t
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Part IV BEOIERITIEELR)D

MEXEEXTRIEFEERS NI AZLARARERNERT . WEMNINIENB=IES. AAS

BE, ZAFE OMERIEHBLENGERNL, FLUEIRMER B NERIIEERRRE, mitE SHEN

SEMREE TR OF b,
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Part IV BEOIERITIEELR)D

Role 1. Suppose you are Miss Lin. You are going to meet Mr. Parker and his companion Jack at the airport. Try to complete the
following dialogue with some of the drills and expressions in Part Il and IlI. The Chinese in the brackets are for your reference
only.

L: (iFE], BEMHEEER ?)

P: Yes, I'm David Parker from America.

L (f&%F, MHRTE. RENIARE. B2 MXINAZ LR ARNK. REEFLENRBE. IZREWNEZR.

P: How do you do? Miss Lin. Pleased to meet you, too. Now, may | introduce? This is Mr. Jack, my colleague. He is the

head of our Legal Department.

How do you do? Miss Lin. Glad to meet you.

How do you do? ( TH3E 54, ARmiE, WHMRNBIFE. BFELEIRERKIDERT. )

How is Mr. Pan?

He's fine. (ERNEAE, BFEEERERN, MibBEERnK. TIWERRERITTROER 0%
R )

Thank you, Miss Lin. It’s so nice of you to come and meet me at the airport.

(XEBIRHRE. FEEBX—EBHRIEMR.

Fine. We had a very pleasant flight.

I'm very glad to hear that. ( XAKBTER TR, BME—EFHRAIRT . MREEF2HME, KRNRFT

= FERKIEE, )

P: That’s great! Thank you. Miss Lin.
K32 T 3t pit ® & O &
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Part IV BEOIERITIEELR)D

L: (Excuse me, but are you Mr. Parker?)

P: Yes, I’'m David Parker from America.

L: (How do you do? Mr. Parker. It’s nice to meet you. I’'m Lin from Guangzhou Foreign Trade Development Company. I'm
the secretary of Mr. Pan. This is my business card.)

P: How do you do? Miss Lin. Please to meet you, too. Now, may | introduce? This is Mr. Jack, my colleague. He is the

head of our Legal Department.

How do you do? Miss Lin. Glad to meet you.

How do you do? (Welcome to China, Mr. Parker and Mr. Jack. Mr. Pan has assigned me to come and meet you. )

How is Mr. Pan?

He’s fine. (He’s sorry he can’t come to meet you in person because of an unexpected urgency. But he will be expecting

you at the gate of the hotel you stay.)

Thank you, Miss Lin. It’s so nice of you to come and meet me at the airport.

(It’s my pleasure. Hope you had a good trip.)

Fine. We had a very pleasant flight.

I’'m very glad to hear that. (You must be exhausted now after such a long flight. If all is ready, we’d better start for the

hotel. )

P: That’s great! Thank you. Miss Lin.

T o=
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Part IV BEOIERITIEELR)D

Role 2. Miss Lin is making a small talk with Mr. Parker on the way to the hotel. Suppose you are an interpreter. Try to interpret
for them.

P: Lovely day today, isn’t it?
L: AIAER! IPMHMEE—FPREFNFT. SIEEA, NRAR. Bttt FEE50ma, st 15%
HMNEI A EBRISR S E R

P: It seems I’m just in time for my business trip here. | hope it keeps fine for the weekend.
L. BREXPMER—ERNMFRSR. EIFRATLEEEMRL.

P: That’s wonderful. | think I’ll enjoy it. Where is the hotel located, Miss Lin?

L MHIRZEBERAFZE 35 78,

P: It's quite a distance. Wow, | see many new buildings over there.

L. BERFENEREX.

P: Is the city very large ?

L: 20, HWERR. X2 RENERWH, AOB 1200% A,

P: What about the climate here?

L. &F. BE. ZiEHENE—E, EFERK. —A&2, £, /\\ LA&EK.

P: |see aflyover over there. | suppose we’ll get into the city centre soon.

L XE—&HMENEE. NS EMEREERT .

P: What a beautiful street with trees and flowers in the either side of it.

L: PA=SeE, HNEEET . B TEE.

P: Al right.

JE I T k2 ik At ® e e ©®




Part IV BEOIERITIEELR)D

P. SKXSEANHE, 2B

L: Yes, it is. It is the best season of the year. The weather is not hot and not cold. it’s very pleasant. Everything looks
green with the buds coming out everywhere. A lot of foreigners come to go sightseeing and spend their holidays.
BRBXRESRITRFERFE. FEXMFRSELESFEIER.

| think it must be fine this weekend. | could show you around then.

KIF7T . BRERSREIR. K EH, FMNSEREEEME?

It’ll take 35 minutes to get there from the airport.

EETEE. i, ZFERABEFIFZHMAETR.

Those are the newly-built residential quarters.

XA IR A ?

Yes, indeed. It’s the capital city of Guangdong Province with a population of 120 million.

XJLISEEARE?

Spring, autumn and winter are relatively short here, and summer is longer. January is the coldest month and July,
August and September hottest.

HRERABELRZNT T . BRERMNREFEFATHLT

This is a newly-built street. We are approaching the hotel.

XEBREZR, MEEHEMFTEL,

Here we’re at the hotel. Please get off, Mr. Parker.

gFHY

rey- v w9 vwr o
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Part IV BEOIERITIEELR)D

Role 3. Suppose you are Mr. Pan. You and your companions are expecting your guests at the gate of the hotel while the car stops
in front of you. Try to read aloud and practice the underlined sentences in the following dialogue.

P: Hello, Pan! Long time no see.
Good morning, David. (Good to see you again. How are you doing?)
I’'m fine, thanks! And I’'m also very glad to see you again. How’s your business?
(So far so good. Couldn’t be better.)
I’m glad to hear that.
(Now let me introduce my colleagues.) This is Mr. Liu, Deputy Manager of our Export Department, and this is Miss Sun,
Assistant to our General Manager. And on my left, this is Miss Lin, my secretary. I’'m sure you know her very well now.
(Laugh Out Loud) She will be your day-to-day contact.
&: How do you do? Mr. Parker.
P: You can call me David.
P: (Did you have a pleasant trip, David?)
P: Yes, the flight was quite good. But it was awfully long. Thank you for your concern!
P: (We have booked rooms for you at this hotel for a week. You’ll get refreshed after a hot coffee or a shower.)
P
P
P
P
P

99w v>m

: Yes, I’'m sure I'll get refreshed after a shower. Shall we get down to business tomorrow?
(You must be tired after a long flight. You should take a rest first, and we can talk about our business later.)
It’s very kind of you. OK. I’'m here at your disposal.
Have a good rest. (We will contact you tomorrow.) See you tomorrow.
OK, see you!

KiEIZ T K54t
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Part IV BEOIERITIEELR)D

Role 4. Forming a group of 2 or 3, suppose you are Mr. Parker and his colleagues or partners. Try to work out a dialogue related
to the theme of this unit and then perform it in class.
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