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Preface

Chinese 101 is a series of handbooks of conversational
Chinese designed for non-native speakers of Chinese who study
or work in China as well as primary and intermediate learners
of Chinese. The content is reasonably simple with a clear aim. [t
is developed to enable users to learn, imitate and master useful
vocabulary and sentences in a meaningful context so that they
can quickly improve Chinese skills and easily adapt to Chinese
culture in the short term.

Chinese 101 is composed of Survival Chinese 101,
Business Chinese 101 and Travel Chinese 101. Each book in the
series is divided into thematic units that cover major aspects of
living, doing business or traveling in China. Thematic units are
subdivided into 101 situational topics or chapters, hence the title
of the series. And each unit starts with a key sentence followed

by short and practical dialogues.

Business Chinese 101 is composed of 10 thematic
units, including “Business Social Intercourse,” “Business
Communication,” “On a Business Trip,” “Business Negotiation,”
“Around the Office,” “Having a Meeting”, “Human Resources”,

»

“Marketing”, “Freight Transport Service”, and “Investigation

and Investment”. Each thematic unit includes 9 to 11 topics. The
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content of topics under the same thematic unit is interrelated
while each is also a unique and complete chapter. Each topic
chapter includes the following 6 components:

Key sentence: A sentence that represents the core of the
chapter. For example, the key sentence in the chapter of “General
Inquiry” is “I would like to inquire about this product’s price”
while in the chapter of “Advertisement Planning™ is “This time
our advertisement should give prominence to brand image.”

Substitution: Generally, three to six substitution phrases
are provided for learners. For example, the phrase “brand
image” in the key sentence “This time our advertisement should
give prominence to brand image” can be substituted with
“special feature of the product,”-“fashion trend,” “casual style”
or “environment-friendly motif,” extending the flexibility of the
key sentence and the scope of application.

Extension: Four sentences that relate to the topic of the
chapter are provided for readers to choose to use in relevant
situations. For example, in the chapter of “General Inquiry,”
extension sentences like “Do you want to know the retail price
of this product?” “This is our products’ catalogue and price list”
and “We do not currently have this service yet” are listed.

Dialogue: A situational dialogue is presented through
which users can learn how Chinese people express themselves
in this context and their logic of speaking. It is suggested that
learners recite the dialogue in order to express their opinions and
understand Chinese culture.

Related Words: A list of words closely related to the topic
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1s provided for readers to choose from in practical applications.
Words that have already appeared in Key Sentence, Substitution,
Extension, and Dialogue are generally not included in Related
Words to avoid redundancy.

Cultural Navigation: This is one of the most unique
aspects of the Chinese 101 series. In Business Chinese 101, this
section covers social and cultural phenomena related to business
activities, management, and work environment in today’s China,
as well as situations where confusion or misunderstandings
can arise due to differences in language, traditions and cultural
backgrounds. The section aims to provide a clear and engaging
explanation of these issues to help the readers navigate the

Chinese business world.

For the convenience of the users, each book also provides a
list of sentences in the appendix that may be used in emergency
contexts in China. Besides, the appendix of Business Chinese
101 includes a list of 30 notable Chinese companies as well as
a curriculum vitae template for the convenience of the user’s

reference.

With English translation and CDs, this series of handbooks
should be a useful companion and reference book for foreign
people living in China. The series can also be used as a textbook
for primary and intermediate students’ conversational Chinese as

well as for self-study.
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During the process of material collection, textual
preparation and editorial revision, I received constant guidance,
support and assistance from Ms. Li Caixia, Senior Editor
of Chinese Division at the Foreign Language Teaching and
Research Press. I am deeply indebted to her. I would like to
thank Editor Meng Jiawen for her contributions to the book. I

will appreciate all the suggestions.
Guan Daoxiong

December 2013

Santa Barbara, California
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