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Introduction

Beijing Business Chinese (Elementary) is an oral Chinese textbook for
beginners. Unlike most other textbooks in Chinese learning, this book not only
accommodates overseas students who study in China, but also targets a more
specific group of Chinese language learners, who, with English as their mother
tongue or working language, have learnt Chinese for 3-6 months and are taking
part in or are planning to engage in business activities in China or Chinese
communities.

The textbook aims at imparting communicative skills and cross-cultural
awareness with which the learner could use Chinese in real world business
activities. Compilers of this textbook believe that “Business Chinese” refers
to language capability and skills that are needed in all kinds of social activities
concerning monetary or business transactions. The concept of “business”, therefore,
is not only confined to international trade or related practices; it also covers
production, consumption, service and management. Based on the characteristics of
Business Chinese and need of language learners, the textbook, catering to the basic
level, focuses its topics on business-related activities in everyday life . Guidelines
and principles of the textbook, therefore, can be summed up as below.

1. Task-based language teaching is taken as the principle of the syllabus
design. Most topics are based on everyday life, situations (eating and drinking,
lodging, traveling, shopping, meeting people, culture, etc.), and some are related to
business occasions (meeting, contact, marketing, customs, bank, etc.), all of which
are listed for Business Chinese Communicative Skill training in the Syllabus of
Business Chinese Test. This book is an organic combination of topic, function and
task-based drilling.

2. The purpose of the book is to enhance language learners’ linguistic
competence in real business situations. After learning the textbook, learners are
expected to understand in general what is said in everyday business activities and
to use some of the frequently used expressions in business situation. Moreover,
learners are to achieve cultural awareness, or cross-cultural awareness, and try
to understand and experience the Chinese culture that is omnipresent in business
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activities.

3. The pattern of the textbook follows the time order and focuses on situations
that the two American business persons encounter after they arrive in China.
The content of the dialogues included in each unit represents specific language
communicative tasks that those situations entail.

The textbook does not focus on items like Chinese characters, vocabulary
and grammar. Rather, its main purpose is to enhance communicative competence
of the learners in real world business activities. Introduction of Chinese language
points, based on the belief of degrammaticalization, is an attempt for simplicity and
practicality, deliberately avoiding detailed and complicated grammatical analysis.
To sum up, the textbook has three merits.

1. User-friendliness

Users can be Chinese language learners coming from a wide variety of
background. The textbook is suitable for people who, with English as mother tongue
or a working language, have learnt Chinese for 3-6 months and are taking part in or
are planning to engage in business activities in China or in any Chinese community
in the rest of the world. The target readers not only include staff members of
corporations and enterprises or college students, but also can be other people who
are learning Chinese. There is no particular restriction as to the background of the
learner. The language in the textbook, therefore, stresses on simplicity and everyday
Chinese, keeping out tongue twisting phrases and obsolete usages.

2. Practicality

The textbook selects topics and scenes that are typically found in real business
world, like meeting people, changing and withdrawing money, shopping, price
negotiation, business banquet, working lunch, contacting clients and talking about
business. These functional activities based on virtual scenes enable the learners to
apply what they acquire in the classroom directly to their everyday life. With the
help of easy-to-learn language points and exercises in each unit, the learners can
put them into practical use very conveniently.

3. Interest

The textbook compilers see to it that pleasure is instilled into the learning
process by selecting appropriate topics, exercises and cultural tips. Circumventing
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language obstacles and cartoons serve to enliven the learning atmosphere and
transmit messages.

As far as structure is concerned, each unit consists of seven sections.
1. Lead-in

This section is composed of one proverb, a list of characters in dialogues
and functional sentences that are needed in carrying out the communicative tasks
specified in the situation of the unit.

2. Dialogues

Dialogue 1 and Dialogue 2 deal with different contexts and communicative
skills. For convenience of language learners, Chinese Phonetic Alphabets and
equivalent English texts are given for dialogues.

3. New words and phrases

Each of them goes together with its Chinese Phonetic Alphabets and equivalent
English translation, which is a great help for language learners.

4. Golden sentences

This section offers a list of useful sentence patterns and language points that
are often found in a specific business context. Facilitated for real world practice,
the explanations are easy to understand. For each pattern or language point the
learner can find plenty of examples, which are vivid and easy for imitation

5. About Culture

According to Professor Guan Daoxiong, the basic objective of Business
Chinese teaching ought to be “necessary training in Chinese for Business persons
(or business persons-to-be)”. As the training aims to promote communicative skills
needed in Chinese business contexts and to achieve sufficient awareness of Chinese
culture, language capability and cultural awareness (or cross-cultural awareness) in
Business Chinese contexts, Professor Guan argues, have become two indispensable
guidelines for textbook compiler (Guan Daoxiong: Scope, Content and Open
framework of Business Chinese Textbooks) .This textbook, based on the aforesaid
principles, sets aside one section in each unit for a concise introduction to Chinese
culture. To help the learners, the compilers select one cultural significant expression
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related to the text and then go on to explain its significance in a cross-cultural
communication context. With a comfortable length of 350 words and an English
translation, this part offers a vivid and straight forward explanation of those terms
or expressions rich in cultural meaning.

6. Comprehensive Exercises

Included in this section are five types of exercises—Listening comprehension,
Picture & Dialogue, Simulation, Situational Dialogues and Business Tasks. For
effective control of the learning process, the section is designed to combine
mechanical drilling, simulation and creative task fulfillment into an organic
and compact module. Listening, speaking, writing and various task-based
communication activities are designed to maximize interaction between teachers
and students who use the textbook. With pictures or tasks, “Situational Dialogues”
and “Business Tasks” aim to put learners in a virtual business context so that
they may have greater motivation and interest to use what they have learnt in
the textbook. “Task-based Language Teaching”, therefore, is the guideline for
designing exercises.

7. Business Terms

This section provides a useful list of expressions, though not included in the two
texts, which might come handy in fulfilling communications tasks assigned to each
unit. It is both an extension of new words in the text and a valuable word pool for
Chinese language learners.

Compilers

January 2010
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Preface

With the rapid development of Chinese economy, an increasing number of
people are coming to China for business and other exchanges. Whether these cross-
cultural activities are successfully handled hinges, to a great extent, on language
proficiency and social-cultural communication capability of those people, who are,
after all, the participants in all interactions. Our purpose, therefore, is to present
a series of textbooks which address both business Chinese and business culture
and will offer substantial help in enhancing language skills and cross-cultural
communication abilities of the people who learn Chinese as foreign language.

Business Chinese, as a form of Chinese for special purposes, conforms to general
Chinese. Yet it has its unique vocabulary and style. Targeted situations for Business
Chinese not only involve business contacts, but also everyday social interactions. It is
not enough for a Business Chinese textbook to teach only business language skills; or
rather, it must teach language skills that are indispensable in everyday communication.
In line with this concept of “overall business requirement”, business situations
presented in this textbook involve not only business management and business
negotiations, but also money or merchandise deals taking place in everyday life.

As cultural difference is considered one of the major obstacles found in cross-
cultural communication, overcoming the difficulty has become the critical step
towards successful communication. We have included in the text discussions of
cultural misunderstandings and descrepancies so that the learners may experience
Chinese business culture in the process of language learning. “i§f8 A, for
example, is explained in the context of Chinese and Western table manners.
Expressions like “Z#” and “5E 4> lead to a discussion of different ways of
addressing people and showing courtesy in different cultures.

I want to express my appreciation for the guidance and support of Sun
Wenzheng (director), Liu Bing (deputy director) and Wang Jinhong of the Textbook
Division of the State Office of Chinese. I am extremely grateful to Chinese
Popularization Group of the University of International Business and Economics
(UIBE) and especially to President Shi Jianjun and Party Secretary Wang Ling,
who have offered most valuable guidance and help. My heartfelt appreciations also
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go to the expert team, members of which offered valuable and pertinent advice
on revision at three meetings. I want to thank Xue Beibei, a postgraduate of the
School of International Studies(SIS), UIBE who provided the English translation
of the textbook and Zhang Xiaolin, a teacher of SIS, UIBE who proofread the
English translation. Last but not least, I want to express my sincere gratitude to the
editors of the Publishing Press of UIBE, whose staff, with admirable diligence and
attention, have been working overtime to bring about publication of the present
textbook.

The book is the a teamwork product of faculty members of the School of
Chinese, UIBE. Dong Jin is responsible for the general design and framework
of the book and she has supervised the whole compiling process. Wu Xiaofeng
and Zhou Chenmeng took part in preliminary work of research and design.
Deng Rubing and Tang Xingquan joined in preliminary coordination. Geng Tao
participated in preliminary compiling. Tang Xingquan, Han Peiling and Zhou
Chenmeng have complied a major part of the book, and Luo Chenxia is responsible
for coordination and revision.

Due to limitations of time and capability on the part of the compilers, mistakes
and errors are inevitable, suggestions for improvement will be gratefully received.

Prof. Dong Jin
January 2010
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Jacob and Hannah are the representatives from the US Future Trading
Company. Jacob comes to the branch office in China to be the president. Both

Jacob and Hannah know a little Chinese.
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