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A Description of Business Chinese Readers

Compilers’Aims

Recent developments in China help accelerate her links with foreign countries, especially
with the developed countries, by increasing exchange of visits and business. As a happy result
a good number of foreigners take great interest in learning Chinese. It is reported that Chinese
is taught to 30 million students in more than 100 countries in the world; that over 3.3 million
students are taking Chinese courses at various levels in over 12,400 institutions and schools.
In the year of 2003 alone the number of foreign participants in HSK (Chinese Proficiency Test)
reached to 300,000, the greatest number registered ever before. A large number of the learners
are believed to be those people who wish to do business with China or work for the companies
which have close contact with their Chinese counterparts. China’s speedy economic progress
has opened up a new vista of commercial opportunities that no foreign companies can afford
to lose. Modern China has been regarded as a “World Factory” where over one hundred
thousand foreign enterprises have settled down, and hundreds of thousand foreign entrepreneurs,
businessmen and managers are living and working. They are very much eager to learn Chinese
as their tool of daily communication with the native people, and have commercial contact with
local dealers. Programmed and supported by China National Office For Teaching Chinese as
a Foreign Language (NOCFL), we, the members of the Compiling Group, have prepared
Business Chinese Readers.

For Whom the Course is Intended

Among the industrialists and businessmen who wish to learn Chinese there is nearly no
one who is able to take a systematic course at an institution. The great majority of them would
like to take a part-time short course, self-taught or person-to-person lessons instead, because
they do not want to take Chinese as their major, nor do they wish to become a fluent speaker
of Chinese. All they wish to do is to acquire necessary Chinese knowledge and skills that may
be needed in their communication with Chinese people without too much difficulty, and thus
to enhance their success in business. The present course is prepared for those industrialists and
businessmen who have never learned or have just begun learning basic Chinese that is not their
mother tongue.

Skills to be Taught

Any economic and commercial transaction between China and a foreign country may be
viewed as cross-cultural activities in nature. The removal of language barriers and difficulties

that lie in the understanding of the culture, subtle points and principles expressed by a target



language will be greatly beneficial for one’s commercial success. It is advisable, therefore, for

foreigners to acquire the following abilities through learning a textbook of business Chinese:

(1) Basic Chinese knowledge and skills that is applicable to one’s commercial activities;

(2) Communicative ability appropriate to Chinese environment -—--- be able to understand
the essentials of Chinese economic circumstances and rules for business performance,
including trade, investment, cooperation and management of enterprises;

(3) Competence for cross-cultural communication in the context of economic and
cooperative interchange ----- a wide range of knowledge of business custom and rules in
addition to the background information of Chinese culture.

Therefore it seems appropriate to design the teaching of business Chinese in three-in-one
training pattern that combines the language as a carrier with commercial activities and cross-
cultural knowledge. Such skills to be used in language communication may be provided at four
levels in an ascending order:

(1) Ability to use appropriate expressions on polite social occasion of reception, greeting,
introduction, apology and congratulation.

(2) Ability to use appropriate expressions for shopping, traveling, bus riding, telephoning
and appointment making.

(3) Ability to use appropriate expressions for commercial activities such as giving a brief
account of a company or product, getting or giving a quotation, comment or statement.

(4) Ability to use appropriate expressions in consulting, negotiating, bargaining, writing
or revising a plan, discussing a way to cooperate, making a comment on a subject in addition
to analyzing and sorting out problems.

The present Business Chinese Readers aim at helping learners to acquire the 4-level ability
described above. By completing this course they will have learned Chinese phonetics, basic
Chinese grammar, over 200 commonly used sentence patterns, about 1200 words and 500
Chinese characters. Learners may make an overall plan of their own, or decide what stage of
the three that they are going to reach.

Chinese characters may be difficult for some learners, but they only function as a
supplementary tool in learning this course. Learners will decide for themselves to learn them
or not.

Contents Applicable to Teaching

In each text of the book the language items are organized in a conversation on the basis
of communicative function against a commercial Chinese background. Precisely they are ---

(1) Commercial Chinese expressions: Simple sentences are grouped together according
to their correlative function. Useful compound sentences would not be introduced until they
reach the advance and intensive stage.
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(2) A commonly-used basic commercial vocabulary: It is provided alongside with each
classroom conversation and its expansion.

(3) Pronunciation: Pinyin is taught as an instrument for phonetics in the process of learn-
ing Chinese words and expressions.

(4) Chinese characters: By following well-illustrated explanations learners will be able to
recognize commonly-used Chinese characters. They may have a choice in learning or not
learning to write them.

(5) English explanation is given to each text, new words, grammar items and phonetics.

(6) Exercises: Phonetic, lexical and conversational exercises are designed for learners to
fully comprehend and familiarize themselves with the texts.

(7) Cultural background knowledge: Inserted in between are the brief accounts of Chinese
society, culture, customs and commercial background knowledge.

Teaching Methodology

(1) This course provides printed textbooks accompanied by multimedia discs. Teachers
and learners may avail themselves of both to get the best expected.

(2) Practice and drills are arranged for each unit classified by various communicative
function. In typical and common situations learners are given necessary knowledge and skills
for communication.

(3) Learners may go to a class for group tuition or take private lessons under a tutor, or even
learn self-taught lessons provided by the course book.

The Organization of the Constituent Volumes

Business Chinese Readers consist of three volumes:

(1) Gateway to Business Chinese (Regular Formulas And Etiquette) is designed for
beginners learning necessary Chinese expressions for daily commercial communication and
skills for polite social intercourse.

(2) Gateway to Business Chinese (Daily Communication) is prepared for beginners who
acquire language skills in day-to-day social dealings.

(3) Advanced Business Chinese (Social Gatherings, Office Work, Day-To-Day Operations)
is devised for the training of intermediate learners in language skills for business information
exchange.

The ascending three-stage arrangement of the textbooks will meet different needs and
each one may stand by itself. Learners have a free choice in taking the course as a whole or just
follow one or two parts of it. The third volume does not simply serve as an advanced textbook
in terms of difficulty or expansion. What’s important is that they focus on the consolidation,



proficiency and mastery of the Chinese knowledge acquired through a comprehensive study of

the subject. The repetition of the language items is beneficial for learners to memorize and
employ them well, and the reoccurrence of the dialogue situations will be good for the repeated
use of the expressions and the introduction of new contextual and syntactic formation. By so
doing learners will be able to understand and apply what they have learned in a better, wider
and more precise manner.

Each of the volumes is accompanied with a CD for multimedia use.

Co-Authors

Business Chinese Readers have been prepared by a group of teachers experienced in
business Chinese teaching. They are---
Chief Editor: Zhang Li
Chinese Co-Authors: Shen Shuying, writer of Gateway to Business Chinese
(Regular Formulas And Etiquette) ;
Nie Xuehui, writer of Gateway to Business Chinese
(Daily Communication);
Tao Xiaohong, writer of Advanced Business Chinese
(Social Gatherings, Office Work, Day-To-Day Operations)
English Co-Author: Xiong Wenhua
English Reviser: Paul Denman (Britain)
Our E-Mail Address: jmx02@blcu.edu.cn
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Hello

Xiéxie n1
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Thank You

WO shiLiLin
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My Name Is Li Lin
Hudnying
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Welcome

Qing zud
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Sit Down, Please

Zhé wéi shi Xido Bai

SE S AR VAN
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i
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Sorry
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Lesson 11

Lesson 12

Lesson 13
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Lesson 19

Lesson 20
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Di-shilid ke

Di-shiba ké

Di-shijit ké

Di-érshi ké

Vocabulary

FRRRL

w121

131

#1437

#1518

161

171

18 I

191

20

%;J 72%%% Key to the Exercises

BG ydng le
A~ M T 91

Oh, No, Thanks Anyway

Nin xian ging

ki 99
After You

NT zhén xing

m BH 17 108
You Are Really Terrific

Zgijian

I 116
Good-bye

Zha ni yild ping’dn
PR —B PR 124

Have a Pleasant Journey

Dardo yixid
T —T 133
Sorry to Trouble You a Moment
NT h&o ma
R & g 143
How Are You
Bié zhaoji
Bl B2 152
Don’t Worry
Weéi yduyi gan béi
A KH T O 162
To Our Friendship
Jiéri kudilé
TH BRE 172
A Happy Festival to You
183
191
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RENEE AT, TERRNGEET AL, TH /7
L. WEAKRRK, RiF6 S BA R 0+ £ MR
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RRo NIENHE H 5 R, — R BLBEAIR F 0y i & 3t
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T

To begin with, we’ll learn how to utter the Chinese sounds.

Syllables composed of vowels and consonants are the smallest units
in the Chinese phonetic system. Initials and vowels are formed with
syllables. A character, the written form of the Chinese language stands
for a syllable. But Chinese is not a truly phonetic language. To help
learners read Chinese characters a pinyin system has been designed for
transliterating them into a phonetic alphabet. The letters thus adopted are
identical to the English ones, but they are not phonetically equal to each

other. Therefore it is advisable for learners to take note of the difference
between them.




DUERIE A BE, BRI, B — AT R LRy, %
AEERE BIRPRAEFBREES, BESorT T A Ak, =
HRETEEEML,

A Chinese syllable is composed of an initial that forms its beginning part, and a final that
covers its remainder, in addition to a tone mark that indicates a variation of speech pitch. Most
of the initials are consonants, and the finals consist of the vowels or is the combination of
vowels and consonant.

—. FBR [Initials
A 214,
There are 21 initials in Chinese:
| T 0 VOIS 010 NI (WSUNY o IR, RSN o \HRLS [RCY o ONEN ) SUOR - VN [ o LIS SRNK- | o DGR e o SUMLY -~ o WO N SN OO

ERBREERE:
Ways of pronouncing the initials:
L.z b pht, ETEEMBAESHE, SEAmEEE HAES.
“D” and “pP” are pronounced by a puff of breath stopped by the tightly closing lips then let
off from them.

2. % mit, ETEEMAMASTE, TWMAEREPHRE S,

m” is formed by sending out air through the nasal cavity with tightly closing lips.

3K, BWFITRSL, [URMEERPH A AR,
“f” occurs when the air is squeezed out through the air-passage narrowed between the lower
lip and the upper teeth.

4. % d th, FRBAE LHER EPRAESR, SRR HER,
“d” and “1” are pronounced with the breath of air stopped by the tip of the tongue against the
upper teeth gum and then let off.

5.k nt, HIRBAE LSRR, MRk kR HFEE,
“N” is given by letting the air out of the nasal cavity with the tip of the tongue against the upper
teeth gum.

6. % I, HRBAE LS, S ELBELTH A HEE,
i

is pronounced by the air from both sides of the tongue with its tip touching the upper palate.

7.% g ki, EHHEEEBAADNS EAESK, SRR HER,
“Q” and “k” are pronounced by the air puffed out with the back of the tongue against the
soft palate.

8. & NIy, EHHEESFELNS, IMAERhHrH K HAEY.,

2




“h” is uttered by squeezing out the air with the back of the tongue close to the soft palate.

9.% ) qltf, EHHATESHAEMNS LA, BRLEHMAERR P B %
HFEE.

“J” and “Q” are uttered with a slow breath of air from the narrow passage formed by the front

of the tongue and the hard palate.

10. % x I}, EHTHRTEELINS , ARMEERR & 1

X" is made by the air squeezed out with the front of the tongue close to the hard palate.

11. % zh chity, BERBAERNS EFA SR, BB MR hH H & H
==
FHo.
“zh” and “ch” are articulated with slow breath of air squeezed out from a
narrow opening between the tongue-tip and the hard palate.

12. % sh rivt, BRAMERSFEE, IMMNEERRFHHE HE S,
“sh” and “r” are pronounced by allowing the air to be squeezed out with the tongue-tip
raising to the hard palate.

13. %z citf, BRI LR LA, 12181 AMEER P H % H
RE.
“z” and “C” are pronounced when the slow movement of air is made through the narrow
passage formed by the tongue-tip against the back of the upper teeth.

14. % s, BHRM EAERIL, ML HHE HHE.
“s” is pronounced by allowing the breath of air to squeeze out from the narrow passage with
the tongue-tip raising to the back of the upper teeth.

& . Points to be noted:
(1) “zh ch sh” 1 “z ¢ 8" RBHIX B

The differences between the articulation of “zh”,“ch”,“sh” and that of “z”,“c”,“s”,
&Kz c sk, BEREFH, Kzh ch shisbERREERRR,

z7, “C” and “s” are pronounced with a flat tongue-tip whereas the articulation of “zh”,
“ch” and “sh” is made by curling the tip of the tongue.

(2) b/p d/t g/k z/c zh/ch j/qHIX Bl
The differences between “D” and “p”, “d” and “t”, “g” and “k”, “z” and “c”,
“Zh”-and-'ch”,- “2 and: “q”;
OB E PR EIEFMAESFNX D, b, t, k. o, ch, aRERFE,
b, d. 9. z, zh, |JRAERFH . KEFEMIEERIERTE K —ok#Eat, RESH
P, t. k. ¢, ch, b, KIT, IRBER T #HK, BEAEKFb, d. 9. 2

3



zh, JBF, EAED, RERAXT .

The Chinese aspirated “p”, “t”, “k”, “c”, “ch” and “Q” are different from the unaspirated
“b”, “d”, “g”, “z”, “zh” and “]” in the tongue positions. Your correct pronunciation of the.
aspirated sounds of “P”, “t”, “k”, “c”, “ch” and “Q” may be verified by the vibration of a piece
of paper piece before your mouth in the utterance of them. On the other hand, no puffing is detected with
such paper before the mouth when the unaspirated sounds of “b”, “d”, “g”, “z”, “zh” and “}”
are pronounced.

() WEHEEABMWRAIRSL, b, d. o ZAFH AR TR IEIE A
6, {BAERFEHEAIRE), EEAERREER M,
There are no corresponding pairs of voiced and voiceless Chinese consonants. “b”, “d”
and“Qg”are almost equal to their corresponding English sounds in terms of their articulated
tongue positions, but the vocal cords do not vibrate when the Chinese consonants are pron-
ounced. Be sure not to confuse them.

—. B8 Finals
BIBREA 35S A LT ER:

There are 35 Chinese finals given below:

=. B Tones

PUERFEIRA X BIEHITER, JUERMEARFIREIUA, 4 BIHHFE. A
S, EF. EHZFE, Wl —FE, ZFE, =/, IUE, 58 T 2 v N B2
FoR, WREEFRCETR ERE ., RE—AFH P RERANCL BT
T, FAREEFECE B, oEMNERIkEEa, o, e, i, u, UHIIR
FFHEFIRY . DB FE RIS R A Bk, UL “o” A6, $THIEN, 2407

4



