Business Travel and Reception
HRAT S

Background Knowledge

Tourism industry can be divided into leisure tourism and business tourism. “Business
Tourism is a form of to urism with the main purpose of commerce, combining business,
travel and tourism.” Commercial hospitality plays a very important role in dealing with
the process of receiving customer. It is an extension of the preparation for selling, but also
the beginning of substantive contact with clients. Reception customer is defined as the
substantive talks before the sales because staffs want to meet customer acquisition and
mutual understanding process, it is a prelude to substantive negotiations.
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Practice Materials

Step 1: Warming Up

Dialogue 1
Dennis: You see. We have direct competition from Q.Q. Toy Import & Export Co. We
have to make sure that the sales and marketing campaign for our product is the best we have

ever done. So we are going to have to make an extra effort. We have brought the launch date



forward to January 20th. It will be very tight, but I am sure that we can make this deadline.
Do you agree?

Kate: Yes.

Dennis: So, let’s just outline what we are going to do. Kate, I think you should get the
overseas sales people together as soon as possible.

Kate: Of course. | have arranged to go to see some of our overseas franchise holders
next week.

Dennis: Very good. You’d better be on the first available flight. You ought to make sure
that they understand how important this project is.

Kate: Should I attend the meeting in Washington as well?

Dennis: No. I don’t think so, Kate. You could send another person.

Kate: Okay. Could I propose Edward? Edward is very capable and I think a little
international business travel will broaden his horizons.

Dennis: Okay. But you ought to brief him very carefully.

Kate: Sure.

(After a while, in Kate’s office)

Kate: Ah, Edward, are you interested in attending the meeting in Washington?

Edward: Yes, very.

Kate: I can’t attend the meeting in Washington. I’ve proposed you as the most able
substitute.

Edward: But I’ve never been on a business trip before!

Kate: It’s easy enough. Ah, you don’t have a corporate charge card. Cash is going to
be a bit of a problem. We’ll give you an advance against expenses. Just make sure you keep
track of all your expenses. The accounting department will reimburse you for all your meals
and travel expenses.

Edward: So the company will pay for everything?

Kate: Yes, but when you send in your expense report, you also have to file a report
summarizing your trip. It’s not just a big vacation, you know.

Edward: That sounds good. But what do you want me to do there?

Kate: ’ve already paved the way. You just have to give a presentation on what our
products are. [ will do the follow-up and close the sale.

Edward: Should I entertain any of the clients?

Kate: Certainly yes. I’ll give you a full briefing before you go. You should buy Mr.
Burton in Washington a meal. We owe him hospitality. In fact, he always pays for everything.

When you get to Washington, the assistant of the sale manager will meet your flight.



Edward: How will I know who he is?
Kate: I’ll make sure he’s carrying a welcome board. Don’t spend too much on room

service. Get a receipt for everything.

Edward: Sure.

Useful Vocabularies

competition
campaign
launch
available
international
broaden
horizon
advance
expenses
reimburse
summarize
presentation
entertain
briefing

charge card
buy sb. a meal
owe sb. hospitality
pave the way
follow-up

keep track of
welcome board
room service
accounting department
forward to

franchise holders
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1. We have to make sure that the sales and marketing campaign for our product is the
best we have ever done.

FA T LR PR TRANT ™ ot ) 5 85 R B OS2 TR T Fme e ) — 1K

2. We have brought the launch date forward to January 20th.

FATHE iy HSEATE 1 A 20 H .

3. I have arranged to go to see some of our overseas franchise holders next week.
O L T T R IR IMH 2B .

4. Edward is very capable and I think a little international business travel will broaden
his horizons.

FABEIRATRE Sy, A L [E PR R 55 iR AT R A P 2T R Al g IR T

5. You don’t have a corporate charge card. Cash is going to be a bit of a problem.
We’ll give you an advance against expenses.

TBRA N FIGRIKER, BaaA SN, AT mE s .

6. You should buy Mr. Burton in Washington a meal. We owe him hospitality.
BNLZIE R A A e E R, FRAT AR .

Dialogue 2

Harris Frank: Excuse me, sir, but aren’t you Mr. Yamamoto from Japan?

Yamamoto: Yes, that’s right.

Harris Frank: I’'m Harris Frank from Q.Q. Toy Import & Export Co. and I’m here just
to meet you.

Yamamoto: How do you do? Mr. Harris Frank. It’s very kind of you to meet me at the
hotel.

Harris Frank: How do you do? Welcome to Virginia. Is this your first visit to here?

Yamamoto: Yes, it’s my first time to Virginia. Thank you very much for collecting me.

Harris Frank: It’s my pleasure. Don’t mention it. Do you have a good rest?

Yamamoto: Yes, thanks. It’s fine.

Harris Frank: It is good of you to visit us. Thank you for sparing the time. I know you
have a busy itinerary.

Yamamoto: It’s a pleasure, Mr. Frank. I enjoy coming to Virginia. And I am looking
forward to my visit to your company.

Harris Frank: It’s kind of you to say so. We’ll do our best to make your visit

worthwhile. You see, we aren’t a very big company, but I think we are very efficient.



Yamamoto: How many people do you employ?

Harris Frank: About seven hundred full-time. But we take on casual staff when we
need them. Would you like some coffee, Mr. Yamamoto?

Yamamoto: No, thank you. And, please call me Yagi.

Harris Frank: And you must call me Harris. So, shall we have a look around?

Yamamoto: That would be very nice.

Harris Frank: And then perhaps we could have some lunch. After, lunch, some of
my senior managers will make a presentation to you. Would you like to leave your coat and
briefcase here?

Yamamoto: Thank you.

Harris Frank: And this is our sales and marketing department.

Yamamoto: So this is the development workshop?

Harris Frank: Ah, yes. Most of our products start here and this is our latest product.
You see. This is our new electronic toy, intelligent robot. We think it will be very successful.

Yamamoto: And what does he do?

Harris Frank: Say “hello”.

Robot: (In Japanese) Hello, Mr. Yamamoto. Welcome to Q.Q. Toy Import & Export Co.

Yamamoto: Ah, he speaks Japanese.

Harris Frank: He also listens. And by changing the chip he understands and speaks
any language.

Robot: How are you fixed for lunch?

Yamamoto: Thank you, but I have another engagement.

Robot: Okay, another time, maybe.

Harris Frank: Well, Yagi, it’s time for lunch. What kind of food do you like? Italian Or
French? There is a very good French restaurant close to the office.

Yamamoto: Whatever you recommend. I like eating all kinds of food.

Harris Frank: Then let’s go to the French restaurant. By the way, are you free this
evening?

Yamamoto: Yes, I am.

Harris Frank: My wife and I are going to the theatre this evening. Would you like to
join us?

Yamamoto: That’s very kind, but no, thank you. I love going to the theatre, but
traveling makes me very tired. Tonight I must sleep.

Harris Frank: Okay. Here we are. And this restaurant specializes in French food.

Yamamoto: Ah, does it? It’s good. And the environment is really first-class.
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Harris Frank: Would you please sit down. What would you like to drink before
dinner? How about having a wine first to our appetite?

Yamamoto: Good. Please give me a glass of wine.

Harris Frank: Would you like to order a full course meal?

Yamamoto: OK. And I’ll order dessert after the meal.

Harris Frank: No problem. Let’s ask the waiter to order.

Useful Vocabularies

import i

export Ha

Virginia HEEW (£H)
spare MR
itinerary jitt2d

worthwhile EFHEA, (EAHH Y
efficient ARCER; BT
employ JEH

briefcase NICH
development K, ik
workshop XH], T3
intelligent [ ] & hery

robot GIREIN

fixed BE R ZHEm)
engagement A

recommend #Er s A
specialize LI () THT
environment 2857

appetite TR, HH
dessert B

take on JiEH

casual staff [

make a presentation 7R



1. Thank you very much for collecting me.

R R Aok T

2. Thank you for sparing the time. I know you have a busy itinerary.
SR IR o R NIE BATREARA

3. So this is the development workshop?

X LA K 2 g 7

4. By changing the chip he understands and speaks any language.
WA S, BT AT R A E

5. This restaurant specializes in French food.
XE L ELER

Step 2: Listening and Translation
Model 1

Wor: TER—EET, BAEREBRAEE P IRFLE, B RF, B2
F 0BT AER, AL S PR R R

Receptionist: Good morning. Can I help you?
Mr. White: Good morning. Is this MS Electronic Company Ltd.?
Receptionist: Yes, that’s right. What can I do for you?

Mr. White: I’'m from the CK Trading Company. I have an appointment with the sales

manager at 11:00 clock. I’d like to talk about the contract of personal computers.

Receptionist: May I have your name, please?
Mr. White: Bob White. Here is my card.

Receptionist: Thanks, Mr. White. Take a seat, please. I’ll tell the manager’s secretary

that you are here.

Mr. White: Thank you.
(After a while)

Receptionist: I’'m sorry. Mr. White. The sales manager is talking with a client from

India. Maybe he can meet you ten minutes later. Can you wait?

Mr. White: OK.

Receptionist: Would you please have a cup of coffee in the reception room?

Mr. White: Yes. Thank you.
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(10 minutes later)

Secretary: Mr. White?

Mr. White: Yes, that’s right.

Secretary: I'm the sales manager’s secretary. Please come this way. I'll take you to his
office.

Mr. White: Thank you.

Model 2

#ow: TE—BaE P, FEIAG LRI F LB RE, FTRE, B
15 B % & 09355 AFeiB R, IF BT atiE AR R e 4L iE A ) AL

Tim: Excuse me! Are you Mr. Smith from Sydney?

Smith: Oh, yes, I am. You must be Mr. Tim from the ABC Company.

Tim: Yes. How do you do? Welcome to China!

Smith: How do you do? It’s a pleasure to have an opportunity to visit Yun Nan.

Tim: Is this your first visit here?

Smith: Yes. I always wanted to come but I never had the chance.

Tim: I think you must be tired after such a long trip.

Smith: Oh, no. I am not tired at all. The service on the plane was excellent and I had a
very pleasant journey.

Tim: I’'m glad to hear that. Mr. Smith, shall we go to the restaurant first?

Smith: Okay.

Tim: Let me take your case. The car’s just outside. Did you eat anything on the plane?

Smith: Yes, a bit of snacks.

Tim: What sort of food do you like? We have a good choice of restaurants here.

Smith: I’d like to try some Yun Nan local snacks.

Tim: Good. That’s settled then. Let’s go now.

Smith: Okay.

Model 3

RBxw: TEH—HEEP, KAABFLEH AL, FarBa2gH, FHI
FE, B IETAER, AR P I et

gkAeAE s A, s, GUDRBEIT R, fRIES G

Smith: Hello, Mr. Zhang. I have a wonderful trip. And this place is also exciting.
skSe s ATEENEHUE T— P, AT FIRT I — A TR



Smith: Thank you very much. You are circumspect.

sSEA s RIRASE . BIRIRG BATRIGE, LUEIE B R 2Ry, wl LAnG?

Smith: OK! Could you please depict the agenda mainly in advance?

SRS MARFTLL, BHEXILESBEIE R MRSk, —REK; PIREMAA,
LH— SR E) ;. — RSN AT WER— T, 22— 2L i 2% 5
R

Smith: I see. That’s good. Your Chinese are precisian.

skSEA s BHEREIX AL, IR TEFRAC A R B S e !

Smith: Thank you very much.

skAeA s FRARTRSA.

Model 4

Row: Ta—B#E T, FrEFLFNEE, FakiB S ROLH, FIF
FF, BANEFNIETAER, P RS aF AL,

LiFang: @4f, LHE/E, SOURB mw . REFDLREEARAFNZIF, —
RN I 7

Smith: It was a bit long, all together about six hours.

Li Fang: BSFEEEANNT, B—E R T,

Smith: Yes, I feel a bit tired.

Li Fang: RO NEIT VRN, BTLUAARE —T . T4 6 mFRIEE, K5
FATAT LU — 1, Z 53R AT AR AL Re, BRBCR, IR EHS NS, =M
FATJUFREIGE, Jy TATE M — RIS, s E&M rReduE T, &
AR R,

Smith: That would be very nice, you’re too kind.

Li Fang: AT T BRI, 734, HETFRIILRER S —HREE,
WA ) R R, T RERT 2 FTR

Smith: Sounds great. Thank you for your hospitality.

Step 3: English—Chinese Translation
Text A

Business Reception Business Reception is one of the important elements to determine
the success or failure of business activities. Welcoming and saying goodbye to the guests
are the most basic forms and important part of the master to express feelings, reflecting

courteous, especially to saying hello to guests, which can give guests a good first impression
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and establish a good basis for further contact. The receptionist should have respect and
friendly attitude toward guests, prepare necessary information before reception, and arrange

calendar and meetings in order to leave a good impression on clients.

Text B

Make the Most of Business Trips Now more than ever, business trips are a vital
part of business life, so smart planning can help you make the most of your travel time. The
following suggestions may help you a lot.

Use a different means of communication. Such as phone, letter, video or
teleconference.

Delegate the assignment. Send someone else to represent you. This can be a valuable
learning experience for junior associates to develop greater levels of maturity and
expertise.

Wait. If it’s not urgent or if an important decision maker wouldn’t be able to attend,
schedule the trip for a more convenient time.

Ask them to come to you. Try inviting the other party to come visit you. You’ll save
time and be more prepared to make a good presentation. If the trip is necessary, it can

still enhance rather than detract from your productivity.

Step 4: Chinese—English Translation
RIS R I

g TR AT A SCBEURACE POl Ak MR ATLL, BEAAICR TR A i i T
oo WORES A, FALIR. w2 BEERATULT . M B E I ATEAFK, 0l
DA IEZF AT IL Rl 2 . 2R 5 a0 B EAIVE RS /NS T, BT LA R P2 o
B EARPASHL, B TR SR A AT

LA N 0Pt AT, e N5 2l a AL eE
Sanidki, KR FIERNAAERSEL T ABKERTE . MTRSER, RLen
PEPEIE PUREAR RO K R 2Z AR A A A A = R AR . IR £ — 4, BERBERAEMAER
FHEAWG, BABCREAE SN 75 IEFE PRI P P (R BAC, #E
TR LARS AR, U BRGNS R BB T 0T RIS A IR — ] 2
veFE. B3N, HEARYS, (HO9 TR, Flf A 2 BRI v i w iRt



Step 5: Supplementary Exercises

Situation A

One student reads the following text. Another student tries to be an interpreter.

Britain’s business travelers feel that investing in high speed rail should be a priority
over expansion of capacity at the UK’s airports. That is one of the major findings contained
in a “business travel manifesto” released this week by the Guild of Travel Management
Companies (GTMC). Nearly 70% of those who responded felt that high-speed rail should

take precedence over airport expansion while 66% said they would switch from air to rail.

Situation B

One student reads the following text. Another student tries to be an interpreter.

In October 2001, China announced to join APEC Business Travel Card Scheme, the
senior management of major companies who hold a credit card can have a free passage in
the Asia-Pacific Economic Cooperation (APEC) without a visa and a series of procedures. It
helps entrepreneurs in the Asia-Pacific region to respond quickly to business opportunities

and enhance the international competitiveness of the region.

Useful Expressions

1. % HE arrangement

2. R head of department
3. Hed expense account

4. FRiEE host

5. fRF%kHl delegation

6. A NI perks

7. A FEMFEGE company credit

8. AFMEHFR corporate card
9.0CS On Company Service 1455 2 7 SZAT B HAbY 55 16 3)
10. =AY senior

11. AN 55200 business visa

12. MR A top level delegation
13. A EIR ISR ZENR 2% reimbursement

14, B RIFEFHK senior vice president
15. ZHAEM) deluxe

16. 118 passport

17. 153 H 2 tentative itinerary
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18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
R
32.
33.

31

34

35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
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frequent flyer miles
welcome

receive

economic
considerate
itinerary

living out of a suitcase
enjoyable
reception desk
disembarkation card
per diem rates
face-to-face meeting
potential customer
honor

schedule

jet lag

business trip
receipt

formality

waiting room

cash advance

sales call
hospitality

delay

coastal

reception

reception room
desk clerk
reception centre
fetch

receptionist
star-rated hotel
flight ticket



Knowledge Development

[SE: o3 EliNEe
1. Excuse me, sir, but aren’t you John Smith from USA Trading Company?
XAE, Jed, BUEAIEIEE T 5 A R 2 s
2. Pardon me. Are you Ralph Meyers from National Fixtures?
XA, T ] R S N W A 7 AR s e A i
3. Welcome, Mr. Smith. It’s my pleasure to have you here.
WO, SRR, AR TEX BB
4. I have long heard about you.

ASEA R A

5. Please allow me to introduce myself.

T VAR A T4

6. I’'m Dennis. I am here to meet you today.

FIE e, A RILHNIE R,

7. We have been expecting your visit since you sent us fax informing us your date of
arrival.

AR DT H I B FANTn , FeiT— B En 2k

8. I hope you will have a pleasant stay here.

oA B L At

9. It gives me such a great pleasure to meet you and your family here in Shanghai.

RETE IR AR, RSN,

10. How was your flight? Was it comfortable?

TR PG 2FE? B ET i ?

11. Let me help you with the luggage (bag).

A EETE ().

12. Mr. Wagner, do you have a hotel reservation?

RS, I TR 1

13. I’ve already made a hotel reservation for you.

KO NEHIT THE .

14. I have already booked a room for you.

FE AT T .

15. I’ve made a reservation at the hotel you used last time.

FEHT T & B AR
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16. We’ve booked a western-style room for you.

FATE NEIT 7 —[RPG 5]

17. If you don’t mind, we would like to accommodate you in Holiday Inn.

REOR IR RIS, FRATAR ARG AL T P O R B H s T A

18. Upon your request, we have reserved for you of Suit 402, which is located in the
East Tower of the Center.

IR EOR, AT ETT T 0 AR 402 % 55 .

19. The company will pay for the hotel rooms.

s AEE P A w R

20. Shall we get in the car and go to the hotel?

FAT] b A I g 2

21. Let’s go to the hotel first and drop off your things.

TEFAT 2R R PEIE

22. I’'m Edwin. I’ll show you to your hotel.

R G, BB

23. I’ve brought my car, so I can drive you to your hotel.

I Aokny, LA AT AT 428 SR T 5

24. Here is our car, Mr. Smith. Please get in.

BOERATA:, Emdek. Eik.

25. Our car is out in the parking lot. We’ll take you to hotel.

FMTH AL M A E S . AT B

26. In any case, | am sure you and your family will enjoy your stay in this city.

T2 R AR B ZAAEATIT IR M PR o

27. I will give you a detailed account of your visiting schedule.

FORE ) AL TEA A 4 A AR 2

28. We will do everything we can do to accommodate you and make you feel at home.

A2 /e, T =,

29. Mr. Smith, please take a look at the itinerary we’ve arranged for you, and if there’s
anything inappropriate, please let me know.

TS, EARAERNTOVELZHARRITRE, WA 2G4, E1EFRIE .

30. I’ll call you tomorrow so that we can set up a schedule of appointments, is that OK?

FIFRATHRIR B, LUEIRATAT LAE — D E R, dfih?

31. Would you like to have some dinner?

ARz g7



32. If you’re hungry, we can eat dinner now.

R T, FAT ] LA L

33. You must be hungry. Shall we get something to eat?
BT, FAIZRAR L7

34. Can I take you out to dinner? It’ll be my treat.

FAF A B g7 XK IRIEE

35. Of course, you need a good rest after such a long flight.
ZICRER], RKIBIRAT Z )5 T EF R R

36. See you again at the reception banquet tonight.
FATEAS W2 I

37. May I leave you alone?

FERET .
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