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Foreword

This book -picks one hundred most frequently used
sentences in public affairs. They are divided into 13
categories according to their functions, namely greeting
and introduction, use of office items, schedule, location,
praise and compliment, liaison, invitation, gratitude, complaint
and urge, requirement and task, appointment and change,
inquiry and talk, leave-taking and seeing off. This book,
therefore, provides basic assistance in interpersonal
communications in public affairs to those who live and work
in China and whose mother tongue is not Chinese.

Structure design

This book includes such parts as key sentence, oral
task, practice and notes.

Key sentence

The book includes 100 sentences, each of which is
presented with Chinese characters, pinyin, and English

explanations.
Oral task

This item is to emphasize those key sentences through
some dialogues in contexts. In this way, the reader can
understand those sentences better and thus put them into
practice more conveniently.

Practice

This item provides three exercises with different
sentence patterns for the reader to practice.

In order to help the. reader to know Chinese language
and culture better, this item extracts some useful information
from the sentences, including grammar explanations,
language comparisons, life tips, Chinese customs, etc.

The appendix provides the names and websites of
the ministries of Chinese government for the reader’s
convenience.
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PRaf, 9k, ﬁﬁm%%%o

h&o, Zhang xiansheng, hén gdoxing  renst i ni.

How do you do, Mr Zhang. Nice tormeet yqu,.r

& |t is often used when two persons meet for the

first time.

o fRhE, B Sk, B ERHARR,

NY h&o, Zhang xidnsheng, hé&n gdoxing rénshi ni.

o ki,

Wo y& shi.

© How do you do, Mr Zhang. Nice to meet you.
© Me too.



PRaf XX, MEX_

NT hdo, XX, hén gdoxing

W3]

jidnddo

to meet 1'}'4@]

you jianddo

to see(you) again

fE3X JLIL ]

zG&i zhé er jidnddo

to see(you) here

In Chinese, “FAMREXIMAAK” and “NRIK
#KAREL are both correct. “F " can be used as a
simpler answer.

When addressing a person, “¥4e4, &+ or “3
/NH” is often used. In a formal situation, especially
in case that a person has a position, his or her position
can also be added, such as“FZH”, “ERM” or “FhFAE”.

&



ﬂﬁ?ﬁ VB 2 FET

H&oji ni  z&nmeyang?

o i,
BO cud

© Long time no see. How are you doing?

© Fine.



AR, BRELK?

bG jian, ni  z&nme yang?

LEES

li&ing nidn dud

over two years

FHEZ

bdn nian dud

more than half a year

JLMA

jT gé yué

a few months

When two acquaintances meet, the situation
is quite informal. “#R/& 4% " is a general greeting
phrase, used both as a greeting and for asking about
the work and life of the listener. “/REtEEMH A7 ”
can also be used in this situation.




This is my business card with my phbne number.

e It is used when business cards are exchanged

after people get to know one another.

o XRE®MAN, Ll fTERM

7h& shi wdde mingpidn, shangmidn ydu wode
1
Eﬁlﬁ‘ "5@ )
dianhud h&doma.
», »
o Wil

Xiéxie.

© This is my business card with my phone number.

© Thanks.



XREBRM AN, LA R

Zhé shi wdde mingpidn, shangmidn ydu wd

m__ .

de

address Eﬁ?mﬂﬁ

dianzl youxiang

Email address

THSH

shdujT hdomd

mobile number

When a business card is passed, some
information will be added for emphasis, such as mobile
number, email address, address, etc. Sometimes, “ LT



“”2#*»)‘5%%0

q[x béiféng ni.

o AWk & — & LIV IR

Yéu shijagn wd yiding qd bdifdng ni.

o 4 i,

H&o de.

© /I'll call on you when things are convenient.

© Okay.



£ I Tl & — € o

Y6u shijign wd yiding

LA

qu kan n1

call on you

EGNEE

xidng N1 qingjido

consult you

IR R

ging ni chifan

invite you to dinner

A formula used in social contact to in-
dicate a promise is intended to show respect to the
listener. The promise may not be fulfilled, but such a
practice is helpful for further communication in future.



