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 After completing this unit, you will be able to:

»familiarize yourself with routine tasks of a
secretary during a business travel

»know how to deal with problems and
emergency when traveling

»arrange the travel and accommodation
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Listen and Practice

Accommeodation
Dialogue 1
1.  Listen to the dialogue, and fill in the blanks.
Checking In
H: Excuse me ... I'm Helen from China.My manager and | have just arrived.
C: You're welcome. Have you _made any reservation ?

H: No. could we have two adjacent single  rooms?

C: I'll see... Sorry, but we have no adjacent rooms left . Would you like to
have twodouble rooms ? One of them faces the beautiful Pearl River.

H: Can | have two double rooms facing the lake?

C: No, I'm sorry about it. It's autumn now. Lots of tourists are
flooding into our city , so it’s difficult to get rooms facing the
in our hotel without having made reservations

H: Ok. I'll take the two rooms you’ve offered




C: They’re on _the third floor, ., Room 325 and Room
329 . Would you please fill out this form ?
H: Certainly. Oh, by the way, I'd like to
e

_confirm the room charg :
C: Yes. The rate is _32 dollars per night for the room facing the lake, and
28 dollars for the other one.

: Yes. I've seen a sign showing the way.
. | hope you’ll have a nice stay.
: Thank you. I'm sure we will.

H: What is the ___check-out time

C:_ 12:00 noon and 6:00 p.m.

H: An;j what are the hours at the coffee shop? We’'d I|ke to get a bite to
ea

C: It's open _ from 11:00 a.m. to 11:00 p.m. . Do you know
where it is?

H

C

H
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2.Listen to the dialogue again, and answer the questions you will
hear. Write your answers below.

(1) What kind of rooms did Helen want to

have?
Two adjacent single rooms.

(2) How could Helen know where the coffee shop was?

She saw a sign showing the way.




Dialogue 2
1. Listen to the dialogue, and fill in the blanks.

H: I'd like to __pay my bill now.
C: Your name and room number, please?
H: Helen. Room 325 and 329

C: Yes, Helen. You came__three days ago  on the afternoon g
October 12 , didn’t you?

H: Yes.
C: And you’re leaving...
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H: Right after lunch. :
C: So you'll check out before 12:00 ?

H: Yes, we will.
C: (After a while) Here you are. This is your bill.

180 dollars in all. $96 for
Room 325 which is facing the lake and

ggstin% I3z per night ,and __ g4 dollars for Room
329, which is ___ 28 per night - IS that right?
H: Er... Yes, that’s right. Here you are 200 dollars.

C: Thank you. Here is your change.




2. Listen to the dialogue again, and answer the questions you will
hear. Write your answers below.

(1) When will Helen leave the hotel?

Right after lunch.

2) How much is the charge in all?
180 dollars.
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Passage

Listen to the passage, and fill in the blanks. You will hear the tape twice.

On behalf of our company, | would like to say how delighted e are to
receive you here. We are proud and honored to have such a
distinguished group of guests coming all the way from the United

States to visit our company. _
We willintroduce our company with a ten-minute videotape  Then

you can look around the exhibition room, where successful research
accomplishments are _being displayed




Our staff and employees will do their best to make your
visit comfortable and _waorthwhile - Today, they will introduce
you to our __ newly-built _ plant and research center. Please do
not _ hesitate to ask any questions you may have. We'd like you to
give us your honest opinion and any suggestions you may have for

| want to extend my warmest welcome to all of you, and
sincerely hope that your visit here will be warthwhile and

mmn?m. | hope your visit will mark the beginning of a
long-standing cooperation between our companies , and will
explore ways in which we can _expand  and _deepen our trade
cooperation still further.

If you should _encounter any inconvenience, please do not
hesitate to let us know, and I'll be glad to help you out. It's time to
move to the exhibition room.

Have a nice day.




Part Two Act Out
1. First complete the short dialogue by translating the Chinese into
English, and then practice them with your partner.

Clerk: Good morning, madam. What can | do for you?
You: Good morning. I'd like to book three seats for the plane flight
from Beijing to Hong Kong on October 30, which is next
Monday.
(IR4f, FAETUE =5 10 A 30 SHHLE FE—IbE “EFBIYLE. D
Clerk: Would you please fill out this form?
You: Yes. Can you guarantee the tickets for me?
(B H) . IRAITREDRIEAR 22N ? )
Clerk: I'm almost sure, though | won’t be able to give you an answer unti
tomorrow.
You: Why?
2 me? )




Clerk: We have to contact CAAC to confirm the tickets. By the way, if
tickets for Monday are not available, would you be willing to leave on
Tuesday?
You: That’s all right, but we do want to leave on Monday.

CAJ A, AEZ3ATAER A —H K. D
Clerk: We'll do our best.
You: Thank you. Besides I'd like to know how much the tickets

cost. CHff. 04, FAEFENZEL DEk. )
Clerk: 2,018 yuan for one ticket, plus 30 yuan of service c

You: | see. Thank you.
(EFHy, FIE . Z2W T . )

Clerk: You'’re welcome.
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2. Create a short dialogue for each of the following situations and
practice them with different partners.

1. Supposing you are a secretary of a company, and will go to
Shanghai with your boss on business, please try to book two
rooms of a restaurant by phone.

2. Reflect some of your dissatisfaction about the service of the
restaurant to the manager.

3. Make an appointment with the customer whom you are
going to meet during this trip.
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Part One Text

Accommodations play an important part in business tourism. For a
company secretary, the main duties for arranging accommodations
include travel arrangements for participants, contacting relevant hotels
and overseeing other activities related to it arrangements of
accommodations. The aim of planning well for accommodations is to
create a “home away from home” for all the traveling guests who need
rest, food and drink. [1]




The secretary’s efficiency and personality are of great importance to the
realization of accommodation arrangement. [2] It depends directly on the
company secretary if a vacation or business trip is successful or not, and
even if a specific business opportunity can be brought about successfully
or not.

Therefore, the secretary of a company should remember that
arrangement of accommodations would enjoy the greater success only
with the greater satisfaction the guests receive form the “home away from
home” [3]

The first step in arranging accommodation is contacting a hotel to make
the necessary rooms. The secretary can make reservations by phone,
letter or e-mail. He/she should have information about occupancy level
and room rates, and ensure that no over-booking occurs.




Reservations in advance can be made in different ways. A secretary
can either send a reservation letter or go to the hotel and make
reservations personally. Other alternatives are making reservations over
the telephone or sending a telegraph to the hotel asking for rooms. [4]
Nowadays fax and telex reservation has become more popular, since it
is fast and the confirmation is made immediately.

Another development in hotel advance reservation business is the
introduction of a computerized reservation network. Hotels can link their
reservation systems with other hotels, with airline companies flight
reservation systems and with computer terminals of important travel
agents. So company secretaries can make reservations by e-mail and
computer terminals. Therefore, reservation is very much facilitated. [5]




Before the reservation process, information about a guest should be
recorded by writing on paper or in a computer file for storage. Usually a
company secretary first obtains the guest’'s name, address, telephone
number, arrival date and time, length of stay, type and number of rooms.
He/she also notes down the number of people in the party, the rate quoted
for the rooms, the method of payment, besides any special request from
the hotels or guests.
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Once all this information is gathered and recorded, the company
secretary can then make the necessary reservations. It should be
born in mind that the reservations are confirmed using different types of
guarantee, such as corporate guarantee, deposit, credit card, travel
agent, etc. A guaranteed reservation assures guests that a room will be
held until the check-out time on the day following the date of arrival. [6]
This type of reservation guarantees that the hotel will receive payment
even if the guest does not use its services but does not also properly

cancel the reservation.




In the event of cancellation of hotel reservations due to any reasons,
the company secretary should contact the hotel in the first instance by
telephone and then in writing. Deposits may be returned at the discretion
of the hotel management, but refund is usually limited to a percentage of
total amount, to make up for some loss in hotel’s turnover. Cancellation
charges will be effective from the time or date the hotel receives the
guests’ notification in writing. All or part of any payment received from the
re-letting of cancelled accommodation may be deducted from the
cancellation fees.
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Activities of room reservation require that the company secretary
works closely and in cooperation with all other departments of the firm.
Besides, in an effort to make the process operate more smoothly, the
company secretary is responsible for handling various administrative
tasks required by the partners, booking from travel agents as well as
arranging client entertainment. The company secretary is therefore
responsible for intensive travel and accommodation management,
having to deal with the maintenance and full control of complex and
fast-changing arrangements.




[1] The aim of planning well for accommodation is to create a “home
away from home” for all the traveling guests who need rest, food and
drink. FURIGFRETE ) B B2 8 A 7 2ARE, |YAUCR % G1id
_‘/\/v/v‘ —

MR 2




[2] The secretary’s efficiency and personality are of great importance to the
realization of the accommodation arrangement. 7413177} F 30 FE A1 F54F
FUAR S LA P AR 57 /i (1 KB LAT 25

H)F " ¥ are of great importance #H24F important. (be + n. =adj.)
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[3] ... arrangement of accommodation would enjoy the greater success
only with the greater satisfaction the guests receive from the “home
away from home”. JE 15 <2 kL), 27 IrZZ 207 &5 T E
IS 178 1B AR M — 1 2 11 o
#] K] greater success 42 # greater satisfaction #X/ LT 519, #5742
R EEBRHITE
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[4] Other alternatives are making reservations over the telephone or
sending a telegraph to the hotel asking for rooms. % 1] DL B 15 B;

FL I 7] iR 15 99 5 )
alternative : AJHLEFERIHEY), HEEAREEE
e.g. It's a low-fat alternative to butter.
X A — AR B B T B A
over : using f#iHH




[5] Therefore, the reservation is very much facilitated. A4f, (X)) fEF
THIE PEE T HRAHIER
Facilitate: to make easy or easier {&#{# £l
e.g. (1) The new underground railway will facilitate the journey to all
parts of the city. AT | EEES G g L3 1T - 4 F8 1L 77 1
( 2 ) Tractors and other agricultural machines greatly facilitate
farming.

17z HLRE EARM B TTNE T AR -
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[6] A guaranteed reservation assures guests that a room will be held
until the check-out time on the day following the date of arrival. 74/%
THIE BE M2/ RUE,  THE HY b7 1] M B H 245 1K & 72 H AT EL— B
e
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Part two Exercises

I. Reading Comprehension: Read the text carefully, and choose the
best answer for each of the following.

1.When arranging accommodations, a company secretary’s main duty
should be_D .

A. making travel arrangements for participants

B. contacting with relevant hotels

C. overseeing various accommodation arrangements

D. all the above




2.According to the writer, it is the successful work of a company
secretary in arranging accommodations that can make _C .

A. the guest have a successful business trip

B. a specific business of the company successful

C. the guest’s business and the company’s business
opportunities successful

D. The hotel’ s business successful
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3.Besides writing reservation letters, making reservations in person
or over the telephone, the most convenient way to make
reservations in advance can be by B

A.sending a telegraph to the hotel
B.computerized reservation network
C.sending fax and telex to the hotel
D.sending a telex to the hotel
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4.A company secretary should bear in mind that reservations
should be confirmed by a _A .

A. travel agent

B. company secretary’s personality
C. company manager’s ability

D. company secretary’s salary
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5.For a guaranteed reservation, the hotel will receive payment
even if the guests _B .

A. miss the plane
B. don’t arrive and don’t cancel the reservation

C. insist on staying in the hotel for another several days
D. couldn’t arrive at the hotel on time
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Il. Vocabulary and Structure: Choose the best one to complete each of the

following sentences.

1.The data will be fed into the computer B
A. end B. terminal C. destination  D. final stage

2.The South African foreign minister said the United States, which are
B the negotiations, have a real chance to help reach an acceptable
solution.
A. overrunning B. overseeing C. overselling D. overlooking

3.lt is reported that Jack has lost all his money in business and his

company is _A now.
A.ruined B. destroyed C.damaged D. cancelled
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4.1 was impressed withthe B of the work done by the managerial
staff in the company.

A. influence B. efficiency C. admittance D. fluency

5.The customer just lefta $100 _ C in that shop for the purchase of a
stereo system in that shop.

A. account B. bankruptcy C. deposit D. pension.

6.1 D  your company in an earlier e-mail for 1000 kilograms of this
product at US$3.00 per kilogram, CIF LA.

A. booked B. ordered C. condemned D. quoted

7/.The leaders of the 25 European Union states submitted in Finland to
work out a strategy to A future energy supplies.
A. guarantee  B.guide C. guffaw D. glide




8.There are different ways for people to reduce their income taxes.
Homeowners, for example, can _ B the interest they pay on a home

loan.

A. conduct B. deduct C. product D. confirm
9.1 have to A his warm invitation for the party because of personal
commitment.

A. decline B. accept C. reduce D. debate

10.You'll have to _ € this form, if you want to apply for this job.
A. make up B. make off C. make out D. make by
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lll. Blank Filling: Choose one word or phrase from the box, and complete

each sentence with its proper form.
make a reservation, due to, as to, realization, in person,

be familiar with, make up for, guarantee, cancellation,

in the first instance , refund

1.The delay was partly  due to _ a technical problem.

2.A good meal sometimes _makes up for the delay to some extent when
you are held up at the airport.

3.Customers can make payment in advance, or they may pay to our tour

guide or come to our office __in personfor the payment in Beijing.

4. Asto  the complaint you have just made, I'll let the manager know

as soon as possible.
5.You should apply _in the first instance to the personnel manage

and then go to an interview with general manager of our company




make a reservation, due to, as to, realization, in person,

be familiar with, make up for, guarantee, cancellation,

1n the first instance , refund

6.1t is strongly believed that the only limit to our realization of tomorrow is
our doubts of today.

7 .Nowadays many shopkeepers are prone to guarantee satisfaction to

customers.

8.Company secretaries are required to be familiar with planning

conferences, working with clients, and instructing staff; it is also

required of them to have tact and communication skills.




make a reservation, due to, as to, realization, in person,

be familiar with, make up for, guarantee, cancellation,

1n the first instance , refund

9.1f you are dissatisfied with the revised edition of the book, you may
make a __cancellation of your prepaid subscription at any time.
10.The residence halls will open on August 24th to accommodate
international students. If you arrive earlier than August 24th, you may
make a reservationyith one of the local hotels.
11.Customers who have purchased this type of cosmetics and have
found it to be harmful by the quality watchdog are able to claim a
___refund However, customers have complained of difficulties in
getting their money back.




IV. Cloze: Choose the best one from the four choices to finish the
passage.

Before the foreign guest

1.

arrives, you should 1

a 2.

room at a hotel for him. Usually
the hotel must be comfortable,

2 . And the most
important is that each room
must be 3 with a

4 bathroom. Because
western guests usually insist

3.

on having a shower every day.

A. prepare B. reserve

C. look for D. purchase
Key: B

A. air-conditioner

B. air-conditioning

C. air-conditioned

D. air-condition

Key: C
A. equipped B. decorated
C.installed D. set
Key: A
A. personal B. private
C. single D. public

Key: B



When the foreign guest
arrives, you can either meet him at
the airport or at the train station in
personorsenda 5  tomeet
him. Never let him go to your
company by himself. Upon the
arrival, foreigners usually like to go
to their hotel immediately, on the
way to the hotel, you can have
some 6 and friendly
conversation with him but you
should nevertryto 7
business right away. At the hotel,
help him to go through formalities,
and tell him about the next day’s
program.

5.

6.

7.

A. friend

B. colleague

C. representative
D. delegation
Key: C

A. formal B. casual

C. careful D. official
Key: B

A. get around

B. get along

C. getinto

D. get down to

Key: D




8. A. offensive B. polite

|l should let the
Usually you C.pleasant  D. bored

guest walk on your right-hand

side. Iltis 8 for you to open 9 A_Igﬁz;gng

the door for him and let him in or B. polite

out first. It is 9 tocalla C. pleasant

young lady “madam” and you D. bored

should not ask her about her age, Key: A

salary and other private matters. 10. A.if B. unless
You cannot smoke 10 you C.though  D. although
are permitted. Make sure that you Key: B

11. A. discussion B. argument

are clean and tidy; on a formal
y C. diplomatic D.diplomatica

11 occasion, it is best to
dress in black or blue. Key: C




but show respect for him
and his customs. You
must be 12 and
keep what you promise.
When shaking hands, you
can use a little strength,
but not too tightly. You
should always use
“please” in your talks. Get
ready to help your guest

whenever he has troubles.

Don’t be humble or pushy, 12. A. punctually

B. punctual
C. timeless
D. timely

Key: B
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V. Translation: Translate the following sentences into Chinese.

1. Secretaries and administrative assistants are responsible for a
variety of administrative and clerical duties necessary to run an
organization efficiently.

BERTBEEA R &M AN EEESNHLEE, XREH
BhEE AT Frab i .

2. They serve as information and communication managers in an
office; plan and schedule meetings and appointments; organize and
maintain paper and electronic files.

ffIEED A ZRERNZEREE . MR, ZHESUNY
BE, REAMETIH.




3.They manage projects; conduct research; and disseminate information
through telephone, mail services, Internet, and e-mail.

foAE RS, WRBURS, EBMAETFUAREE G R: SR
AENEEER.

4. They also may handle travel arrangements. For example, they may need
to book tickets for their boss or other staff.

fAEE AL ARAT Sk Hetm, AR RREON BB R TITR.




5. | want a package deal including airfare and hotel.

DEPFESIENRE A YRiE.

6. I'd like two seats on today’s Northwest Flight 7 to Detroit, please.

BEBPRAKSRAERRNEIMELFE 7 SHHEKHLR.




Itinerary

There are two main reasons for a company secretary to create an
accurate and up-to-date itinerary when dealing with travel and guest
arrangement. First a secretary can use it to track the guests’ trip details
(airline departure and arrival times, automobile rental information, hotel
reservations, etc.). In addition, a comprehensive itinerary should include a
list of the excursions and points-of-interest that a secretary plans for
business tours.




Make the itinerary a one-stop reference for all of the details. A
company secretary will need to manage the guest’s or boss’ trips. An
itinerary should include the name, address, phone number, and e-mail
address of each service provider (limousines, airlines, other
transportation, guides, etc). Besides, it should also
include confirmation numbers, quoted costs and the name of the
individual who took the reservations.

Company secretaries should bear in mind that they must arrange
an itinerary by date and time.
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® Add the places that guests want to see on the appropriate days,
not in a list at the end of the document.

® A carefully laid out itinerary will help eliminate those nasty
surprises that could ruin the guest’s trip

® Make sure the itinerary includes all of the lodging reservations
and confirmations, as these will be the only recourse if something
goes wrong with the reservation.

When making travel arrangements, the best way to keep track of
the evolving itinerary is to create one on a computer. Create a
computerized copy of the itinerary, including reservation confirmation
numbers, contact numbers, and places to see.




® A computerized file (use the word processor) gives a company
secretary the ability to easily add and delete items.

® Be sure to print a couple of copies of the itinerary to take with
you.

® |n addition, the company secretary can use a PDA (a handheld
computer), if he/she has one, to download a copy of the itinerary to
search for reference on the road.

If a company secretary uses a travel agent to arrange the trip, ask
them if they can e-mail a copy of the trip details. What's more, company
secretary should copy the details from the e-mail to the itinerary and
paste it into a document using the word process, or add notes about
attractions that the guests will see at the destinations in order to cre
a comprehensive itinerary of the trip.




The chance to print multiple copies of the itinerary will help those at
home to keep contact with a company secretary who accompanies
guests on the trip, should an emergency arise. Be sure to leave copies
with the appropriate people, providing them with information about the

whole trip.




e —

salutation
Dear Mr. / Ms.,/\ )

We are very pleased to welcome President William Taylor and Manager
James Rogers

to Beijing and Shanghai in the
second half of April for about a week. As requested, we
propose the following itinerary for your consideration.

Monday, April 1

4.00 p.m. Arriving
in Beijing by Flight.xx, to be met at the airport by Mr. President of
Asia Trading Co.

f hotel
4.15 Leaving for Great Wall Hot name of hotel
7.30 Dinner given by President x

length of staying |
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e
Tuesday, April 19

9:30 a.m. Discussion at Asia Trading Co. Building
2:00 p.m. Group discussion
4:00 p.m. Cocktail reception given by the British Commercial Counselor in Beij

ing

Wednesday, April 20

9:00 a.m. Discussion

12:00 noon Signing the Letter of Intent
1:30 p.m. Peking Duck Dinner

3:30 p.m. visiting the Summer Palace
6:00 Departure for Shanghai

Would you please confirm by fax so that we can make arrangements
accordingly? :

Yours faithfully, éomphmentary close ’
John Smith{ Signature




Try to fill in the blanks in the itinerary below according to the Chinese
sentences given in the brackets.

Saturday, May 21, 2006
Participants arrive in Beijing and check in at Beijing .(5
HeBlb 50, ANFIETUL)
Welcome banquet hosted by Perking University. ( b5 K 2515 W i 2 )
Monday, May 22, 2006
Morning: Visiting IBM China Research Lab and Microsoft Research/Engineering
Asia
Lunch hosted by_  Microsoft Research/Engineering Asia. ( UL P 75 B
WTE)
Afternoon: Visiting the Institute of Computing Technology, Chinese Academy of
Sciences
Dinner hosted by ICT




T
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Tuesday, May 23, 2006
The U.S.—China Computer Science Leadership Summit. ( 3& 1T HHLEHF#IE L)
Wednesday, May 24, 2006

Morning: __Attending the Opening Ceremony of US NSF Beijing Office —

10:00 am to 2:00 pm ( Z 13 E E xRl ek &b A ESHAae R )
Afternoon: isiti ian’

(SR L] Mt B )

Tuesday, May 30, 2006

Morning: Nanjing, Xi’ an groups travel to Shanghai by

idden

train, plane, respectiv@lyl. ViZ/NAH MHIEMKE, WHLE L)
Afternoon: Late afternoon team meeting at Shanghai Central Hotel
Friday, June 2, 2006
Morning: Group meeting to discuss the next steps
Afternoon: Shopping and sightseeing. (A5 W)

Saturday, June 3, 2006 oL
Departure by the participants. (5522 3FF)




Work on the following text and try to comprehend the main idea of
the text.

As a secretary of a company, you'll have to deal with many trivial
things both inside and outside the office. For example, you'll have to
make arrangements for business trips for your boss, such as buying
tickets, booking hotel rooms, etc. You may even have to accompany
him/her on these trips, or you may have to receive guests to your
company and arrange their visit and accommodations. The following
passages are a brief introduction of Chinese cuisine. It'll be much
helpful when you need to introduce something about Chinese food to
your guests, especially foreign visitors.




China is a large country with sharp contrasts in climate and cultural
tradition, consequently given rise to many different types of cooking [1]
Five of the best-known Chinese cuisines today are from Canton,
Shanghai, Shandong, Sichuan-Hunan and Beijing.

People in Shanghai eat sea food of every variety, including crabs,
eels, yellow croakers and hair-tail fish [2]They have a sweet tooth and
tend to add sugar to many of their dishes [3]. Shanghai’s cuisine has
always been noted for its elegant presentation; the dlshes served at
banquets are always a delight to the eye. a




Food in Sichuan and Hunan Provinces is known for being spicy,
because pimento, red pepper and other such hot spices are used
liberally [4].0f the eight major schools of Chinese culinary art [9]
,Sichuan cuisine is perhaps the most popular. Having originated in
Sichuan province, in western China, Sichuan cuisine, known as
Chuan Cai in Chinese, enjoys an international reputation for being
spicy and flavorful. Yet the highly distinctive pungency is not its only
characteristic. In fact, Sichuan cuisine boasts a variety of flavors and
different methods of cooking, featuring the taste of hot, sweet sour,
and salty.




Also known as Xiang Cai, Hunan cuisine has become a famous
culinary school in China. Hunan'’s culinary specialties are akin to those
of the chili-rich Sichuan dishes. It is also characterized by thick and
pungent flavors. Chili, pepper and shallot are usually are also essential

in Hunan cuisine [6].However, chili, peppers, garlic and an unusual
sauce called “strange-flavor” sauce (guai wei jiang), enliven the dishes
in some menus, with a somewhat drier intensity than that of their
Sichuan counterparts. Sweetness, too, is a Hunan culinary passion,
and honey sauces are favored in desserts such as the water chestnut
or cassia flower cakes. These are further signs of how Hunan became
one of the heartland of Chinese culinary, incorporating many flavors
and regional influence.
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Shandong food is light, emphasizing the freshness of ingredients
and, like other cuisines, appealing not only to the eye, but also to the
sense of smell and the palate. [7]

Perhaps the best known Chinese cuisine outside China is that
from Guangdong (Canton). Chaozhou is the name of a coastal region
around the Shantou district of eastern Guangdong Province. One of
the major schools in Guangdong cuisine, Chaozhou cuisine
originated from Chaoshan Plain about one thousand years ago. In
some cases, only steam and water are used in preparation of this
type of cooking, instead of a lot of frying.




The genuine cuisine of Beijing is little known in the West. It is,
however, the most subtle inflavour in China. Chefs there have
successfully incorporated the strong points of various types of Chinese
cuisine. The Beijing Duck is undoubtedly the most popular dish,
attracting the attention of more foreign tourists than any other dish in

the country.




[1] China’s size and its sharp contrasts in climate and tradition have

given rise to many different types of cooking. | [& H#his, LLASAER

SIAB J7 THIAROK ) 22 5 2 L = AR A [R) A 2R = 2R B = 1A

give rise to: to be the cause or origin of; bring about 5/i#t; $3X

e.g. The decrease in the number of bicycles and cars might give rise to
another new set of problems.

B AT 2N B 8D 2 38l T I )
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[2]People in Shanghai eat fish of every variety, including crabs, eels,

yellow croakers and hair-tail fish. g N B SM & EERIKF= 5, T,
gt . P A,
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[3]They have a sweet tooth and tend to add more or less sugar to
many of their dishes. ffifi] ( LiFAN) BT E, ZHEXAE
SERT 2 2/ /0 B . sweet tooth LR X B =
XTI
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4] Food in Sichuan and Hunan Provinces is known for its
hotness because pimento, red pepper and other such
spices are used liberally. JIIZEFHSECABEAE, FHEN
e ARG DL SCHAR ) 2E R L
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[5] Culinary art  ZiHHIA




[6] Chili, pepper and shallot are usually are also essential in
Hunan cuisine. ZLEfH. BRI 2202 0 Fd > H 1 44 2%
(LS




[7]...appeals not only to the eye, but to the sense of smell
and the palate. &R EE A
appeal to /EXCHIEERE” AWEJ1, 5IAAKE” .
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Read the text carefully, and choose the best answer for each of the
following.

1. C is the most popular dish in Beijing cuisine?
A. Snake and cat

B. Chestnut

C. Duck

D. Pot sticker
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2. Which of the following statements is NOT true? C

A. A secretary has the responsibility to accompany the boss on
business trips.

B. Shanghai’s cuisine is famous for its elegant presentation.

C. The characteristic of Sichuan cuisine is only the highly
distinctive pungency.

D. Sichuan cuisine boasts a variety of flavors and different
methods of cooking.
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3. Hunan is described as one of China’s culinary heartland
probably because D

A. Hunan’s culinary specialties are akin to those of the chili-rich
Sichuan dishes

B. like Shanghai cuisine, sweetness, too, is a Hunan culinary
passion

C. honey sauces are favored in desserts

D. many flavors and regional influences are incorporated
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4. According to the text, the best known Chinese cuisine outside
China is the _B

A. Shanghai
B. Guangdong
C. Yangzhou
D. Shantou
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5. Which of the following statements is not mentioned in the text? A

A. Yangzhou cuisine is a representative of Huaiyang cuisine.

B. There are many different types of cooking in Chinese cuisine.

C. The dishes in Sichuan and Hunan provinces are known for its
hotness.

D. In some cases, only steam and water are used in the preparation

of Chaozhou cuisine dishes.
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Language points

oversee V. to watch over and direct; supervise
R, WAL fd; e, B
e.g. Mr. Anderson was appointed as team leader to oversee
the project.

BRI EWARIR N EINSL S, BB IXATE .
Her job is to overseeing plumbers and electrician and
check their work.

o ) TAR RS EKE TAHR T, e mATm Tk,




Language points

relateto Wk, X, R&KREZ
e.g. The secretary carefully put all the documents which
relate to this project on file.

AT A RIFE BT A <X I H ISR 1 S

The charges of murder relate to events that took place
over fifteen years ago.

XL R YRS 15 S0 AR LEFFA R
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Language points

occupancy n. HH; HH; EME

e.g. During the occupancy of his post, he conducted his
business successfully.

Lt AR, fha s A BRI,
During the Olympic season, hotels in Beljing enjoy over
90% occupancy.

ERIZZATH, JERRIER AN EZRSIE 90% LU F.
occupy v. HH; AL TR FMNE

e.g. He occupies an important position in his father’'s
company, but does nothing.

fAESOR I A R RAEERR, A EAT.

The qirls were occupied in preparing food and drinks
for the party.

LTI RE 2 R R BRIk .




Language points

in advance : before something happens or is expected to
happen Tii4G

e.g. If you want to book the dictionary, you must pay for it in
advance.

AN RARRETRVT XA 5, JRAB IS A K
| should warn you in advance that this contract is crucial
to our company.

WEFGIRIEIREEIR, XM EFRXS AT AT 2REE,

diml




Language points

link v. to connect (5 together, to, with ) &
e.g. These two cities are linked by a railroad and several
highways.
XA TT Y — SRR A L 2R A B IEFEHE K
The small company linked with several bigger corporations
to protect itself.

2 IECNVNTIESPIE £ PN RN 4 SEd YN S /A ST




Language points

facilitate v. to make easy or easier {14 5; fH{HF]

e.g. Itwoul

d facilitate matters if we make effort together.

(i

WERBATTIEFZS 77, HIEM SR ER %
Computers can be used to facilitate secretary’s routine
R i T DASE AR 5 B H 8 TAEAR 1R 59T .

The newly-built railway will facilitate the journey from my
little town to bigger cities.

work.

L BRI A N ERATTH /N 25 BRI T S 47 (6




Language points

note v. to make a note of; write down ic F#ZEid; BT
e.g. You should note down the time of each late arrival.
PR Z I BECE B IR TR o
The secretary carefully noted what the director said in
the meeting.

ML & A EAE S AT UL



http://images.google.cn/imgres?imgurl=http://ase.tufts.edu/broad2be/Broad%25202%2520Be/businessWoman2.jpg&imgrefurl=http://ase.tufts.edu/broad2be/members.html&h=384&w=258&sz=30&hl=zh-CN&start=271&um=1&tbnid=jc_fKrOruRpZVM:&tbnh=123&tbnw=83&prev=/images%3Fq%3Dbusinesswoman%26start%3D252%26ndsp%3D21%26um%3D1%26complete%3D1%26hl%3Dzh-CN%26newwindow%3D1%26sa%3DN

Language points

quote .
(1) to state (a price) for securities, goods, or services ki

e.g. The sales manager insisted that that was the best price
he could quote the buyer.

5 2 T IR 0 X R Ath B [ 3K 7 2 H B S A D
The machine was quoted you just at under $60000.
XS HLER A RATTHI AR AN AN BN R TG

(2) To repeat or copy the words of 5| H

e.g. Carrie likes to quote Shakespeare when she writes
letters.

5 FIAE 5 A5 iz s 2 5 05| S £ B AR i B

Can you quote us a similar instance to explain?
PRBEZE FRATTZS — S ZRALL I 1) TR f e e 2




Language points

bear in mind  ZEi2E D

e.g. You must bear in mind that your parents hope to depend
on you to become a good lawyer.

PREACAF IR A BRFE BAR R — 44 G130
Bear in mind that some of the documents are confidential.
OB LS & R Y
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Language points

guarantee v. to promise to do something {&ill: , &%
e.g. Many watch shops guarantee satisfaction to customers.
VF 22 T35 0 I AR 1 — e LA AT T
If you try this coat on, | can guarantee that you will love it.

IR T ZHINE, BRUEIR =5 XK.

b



http://image.baidu.com/i?ct=503316480&z=0&tn=baiduimagedetail&word=%BB%A8%B6%E4&in=4287&cl=2&cm=1&sc=0&lm=-1&pn=21&rn=1&di=979393336&ln=2000

Language points

cancel v. to end an agreement

PH: BGF

e.g. You don’t have the right to cancel the order.
VR BDUR B € B -

The secretary phoned the hotel to cancel the reservation,
because the president was |ll.

A

NHS

KO T, AR TS AT IS BUE T BUE .



http://images.google.cn/imgres?imgurl=http://www.ezhealthandwealth.com/Business%2520woman%2520working%2520at%2520home%2520on%2520laptop.jpg&imgrefurl=http://www.ezhealthandwealth.com/The_Super_Affiliate_Handbook.html&h=329&w=365&sz=113&hl=zh-CN&start=269&um=1&tbnid=wI5gDMvPC5Bh3M:&tbnh=109&tbnw=121&prev=/images%3Fq%3Dbusinesswoman%26start%3D252%26ndsp%3D21%26um%3D1%26complete%3D1%26hl%3Dzh-CN%26newwindow%3D1%26sa%3DN

Language points

refund
n. the money returned iE X

e.g. Mary wanted to return the furniture to the shop, but they
refused to give her the full refund .

Hy AR BLR B 5K B, H 2 M RAE AR [5] 45
There is a small hole on the shirt, you should go to the
shop and demand a refund.

W2 B AN, VRN Z % 25 R S 2 SRIR K
v. to return money or repay i, Hit, Bib
e.g. | took the shirt back, and they refunded my money .
AR T IR, HATR 14k,




Language points

deduct v. to take away (a quantity) from another F1B&; ¥
IS

e.g. The company decided to deduct the tax from the
paycheck of its employees’.

o R TE MO T < TR AT ER ALK
The payments will be deducted from your salary.
A5 KOs 2= AR ) T AR 4R



http://images.google.cn/imgres?imgurl=http://www.fotosearch.com/comp/IMZ/IMZ128/businesswoman-running-late_~szo0069.jpg&imgrefurl=http://www.fotosearch.com/IMZ128/szo0069/&h=300&w=235&sz=18&hl=zh-CN&start=93&um=1&tbnid=PAxKit-HHC60LM:&tbnh=116&tbnw=91&prev=/images%3Fq%3Dbusinesswoman%26start%3D84%26ndsp%3D21%26um%3D1%26complete%3D1%26hl%3Dzh-CN%26newwindow%3D1%26sa%3DN

Language points

e
entertainment n. Something that amuses, pleases, or diverts,
especially a performance or show
UrAR, HIE
e.g. The secretary arranged a musical entertainment for the
clients from China.

AR EE N2 7B RERES
A good film cannot be considered as a mere
entertainment, because it gives us more.

— B 0 LS 5 0 PR 1
BRATERZIH B %5
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