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Sreforce

Chinese Treasury Series is a series of Chinese learn—
ing materials designed for foreign exchange students or
overseas Chinese learners at primary and intermediate
level. The whole series is composed of five books: Easy
Daily Chinese, Easy Travel Chinese, Easy Business
Chinese, Easy Romantic Chinese and 604 Chinese
Characters. This series attaches great importance to the
practical, communicative and interesting use of the
Chinese language. The companion MP3 discs give actual
pronunciation of Mandarin Chinese.

Easy Business Chinese focuses on commercial activities,
and includes 4 modules: basic communication, dealing
with office work, making and answering telephone calls
and chairing meetings. It provides a comprehensive
introduction to practical Chinese sentence patterns and
expressions frequently used on business occasions, and is
believed to be helpful for readers to improve their
language proficiency. Although it tries to cover every
aspect of business activities, some important language
points will be inevitably ignored. Advice is appreciated
for further revision.

During the writing of this book, I was offered great help
from Wang Xuesong from College of Chinese Language
and Culture at Beijing Normal University, and Wei
Xinhong from School of Chinese Language at Bejing
Language and Culture University. | am extremely grateful
for that.

Li Juntao

Apr., 2010
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wenhou

G REETINGS

How do you do!
Nin h&o!
! How do you do!
Ni zdo!
! Good morning!
Nin zdo!
! Good morning!
Zao!
! Morning!
Z8oshang hao!
! Good morning!
Xiowd  hdo!
! Good afternoon!

Wadnshang hdo!

! Good evening!




ziw®  jieshao
SEIF INTRODUCTION

Qing yunxd wo ziwd jieshao vyixid.

o

Please allow me to make a brief self-introduction.

Xian ziwd jieshao yixid.

o
First, 1"d like to introduce myself.

°****° My name is...

W& shixin i de ------

ce* ] am from...

Yihou qging dud guanzhao.

o
I think I may need your help later.
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duihuad

Dialogue

NI hdo! Shi xin ldi de téngshi ba? NI jido shénme
. | ?

mingzi?
l?

How do you do! Are you a newcomer? What is your name,
2

ple
NI hdo!  Ziwd jieshao yixid, wo jido Zhang Ming,
. . ’ ’
shi xin & de jingli zhuli. Qingwén nin shi------

sse s

o
Howdoyoudo! Letme introduce myself. My name is Zhang
Ming,and I’m a new manager assistant. May | have your

name, please?
WG shi bangongshi zhtren Wang Lili.
. o
I am Wang Lili, the office director.
Wang zhuren, Nin hdo!
. |

. ) H
Nice to meet you, Director Wang!



jieshao xin téngshi

INTRODUCING NEW
COIEAGUES

K

Rang wo ldi jieshao yixid.

o Letme introduce for you.

Zhé wei shi -
e***** This is...

Nimen yigidn renshi ------ ma?

NI jianguo------ ma?
st ? Have you met...before?
Jianddo nin hén réngxing!
! I’m pleased to meet you!

Hén gaoxing rénshi  ni!

! Nice to meet you!
Z3do jiu xidng renshi ni,  kéxi  yizhi méiydu

’
jihui, jintian zéngsuan jiandao le.
’ o
I have been dreaming of meeting you. Unfortunately,

I didn’t have a chance. Today comes at long last.

? Have you met before?

/
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o Welcome to our company.

Huanying Iai wémen gongsi.

Huanying huanying!
! Welcome!
Huanying jiara  wdmen.
o Welcome to join us.

W6 dai ni dao ge ge bangongshi zéuzou,  shuxi

shuxi  zhouweéi hudnjing.

()
I will show you around to the offices and help you to

orient yourself.

WO 1ai gaosu ni zheli de bangong zhidu ba!

Let me tell you the regulations in the office!
Shangxiaban yiding yao jizhu  ddaka,

o
Remember to punch the clock before on and off duty.
Ni bixd shixi women de pinggd zhidu,

o

You need to be familiar with our assessment system.

J




duihua y1
1 Dialoguel

A

LT Lin,xiang ni jieshao yi weéi xin tongshi. Zhe wei shi
2 (0]

Zhang Ming, shi xin I&i de, Zhang Ming,zhe shi LT Lin.

b [¢] 9 e}
Li Lin, let me introduce a new colleague to you. This is
Zhang Ming, and he is a newcomer. Zhang Ming, this is

Li Lin.

NI' hdo,Zhang Ming,hén gdoxing rénshi  ni!

ppu—

9 b
How do you do, Zhang Ming. Glad to meet you!
J ’ te} tel J

Nin h&o, wd yé& hén gdoxing renshi nin!

!

’ .
How do you do. I am glad to meet you, too!

LI Lin, wo xidng rang ni dai Zhang Ming dao gége

b
bangongshi zouzou,  shuxi shuxi zhouweéi hudnjing,

kéyl  ma?
7
Li Lin, I would like you to show him around and help him
orient himself. Is that OK?

Dangran ké&yi, na wd daitd sichu zhuan yi zhuan,

b b



bangzhu ta shaxi  yixia hudnjing.

o

Sure. I will show him around and help him orient.

ligndong ju.  zhilyd k

Sentence with two or more verbs used together:

Subject+V1 +V2 ..

WG xiding rang ni- dai ZhangMing ddoge gé ban-

gongshi zhuan yi zhuan/ Na wo dai ta  sichu

/

zhudn yi zhuan.

o
I would like you to show Zhang Ming around./I will show
him around.

Ta chiwan fan sdnbu qu le.
[e]

He went out for a walk after he had had supper.
WG qu tdshiogudn kansha.

o
I go to the library to read books.
Ta méitian zud gonggong giché shangban.

o

He goes to work by bus every day.



