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PREFACE

Conversational Chinese for Business is a Chinese language
textbook written to assist people from other countries who are
doing business in China. The text is designed for those who are
at a beginning level of Chinese.

The text has twenty chapters, each divided into two sec-
tions; conversation practice, and character writing. Each con-
versation section includes Chinese pinyin, and an English trans-
lation Taking into consideration the language needs of foreign-
ers doing business in China, the first twelve chapters focus on
the basic communication skills needed for ordinary life situa-
tions; and the last eight chapters focus on business terminology
and conversation. In the character writing portion of each chap-
ter, six of the most important characters from the current chap-
ter are selected for study. All these characters are common in
applied business language. The stroke order for each character
is shown. This will help students become familiar with methods
of writing common Chinese characters, and will help students
master these six characters.

In the conversation practice section of each chapter, the
underlined portion of the sentence can be replaced by the word
or phrase in parentheses. If in one dialog there are two phrases
that can be replaced, then the first phrase is underlined once,
and the second phrase is underlined twice. Within the parenthe-
ses, the two replacement phrases are separated by a double
slash ” /", with the phrase before the double slash replacing
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the single underline portion of the text, and the phrase after the
double slash replacing the double underline portion of the text.
Some of the alternatives in Chinese need not be expressed in
English, and some of them are not appropriate to be correspon-
dent one by one either.

We would like to thank the following people for their gen-
erous assistance with this book: Deepali Dhanota, English
translation; and Joyce Clemenger, English proofreading.

The Editors
June 1993



H3 CONTENTS

F—R TN

Chapter One At the Airport seeessesesesessssecneneennes

BR OEEE

Chapter Two At CUStOms ssesessecetccccsecctscsncsnanne

BEROAEEN
Chapter Three At the Hotel
FBHIR ST

Chapter Four Changing Foreign Currency <rsseeseee-

FHR REENXE

Chapter Five Taking a Taxi sseeseesesrrensessacseesennoneaneens

BWAR THIE
Chapter Six Making Telephone call
iR THER

Chapter Seven At a Business Dinner ssceseesecrccaneee

AR FE

Chapter Eight Mailing a Letter ccceeesercesacacsccecnn
BAR KEH

Chapter Nine Sending a Fax
Bk OITE

Chapter Ten Booking Tickets «-crecseeseerecssimaneerocenenn

15

19

- 25

29

35

- 41

45



F+—R HH
Chapter Eleven Bidding Farewell
- i R

- 51

Chapter Twelve Leaving the Country sesesseesrieeencanannan.

F+=R BWT)
Chapter Thirteen Visiting a Factory
BTHEIR EHRAFNEIR
Chapter Fourteen Talks at the Trading Company
BHER EXHaLBIR
Chapter Fifteen Talks at a Trade Fair
BrAR MHEFR
Chapter Sixteen Methods of Payment
FHER BITER
Chapter Seventeen Signing a Contract

FHAR R

57

+ 63

69

- 75

- 81

- 85

Chapter Eighteen Claiming Damages «+«+seserescsccnsannane

BTHIR EHEE

Chapter Nineteen Joint Ventures
B+ &H

Chapter Twenty Sales sseeeerereesncns

HEEERT X EIEREE

Table of Area Codes (IDD) of Major Cities in China

R EEIR A ER

Time Difference Between Beijing And Other Major

91

- 97

eesees 101

- 107

Cities Throughout The World secceccerccctscsscssossssoses

2

113



F—IR YL
Diyike Zai Jichang
Chapter One At the Airport

A [hFARIBRAL B! BR—— (k4K /%
#7) |
[Zhongfang gongsi zhiyuan]: Nin hdo! Nin shi—(Z&nme
chénghu nin? /Nin gui xing?)

[Chinese company employee ]:Hello! You are... (May I ask
your name?)

B[] MEMEKRFRRAAH TG « BFH B5
B2 (RREEBBC AW LE - 783, EL—)
[wdishdng . W6 shi Jianddd Pi%Gi’8r Gongsi de Qidozhi »
Shimisi. Nin gui xing? (W shi Yinggud BBC Gongsi de

Yasé Tangmuixun, Nin shi—)

[foreign businessman]: I am George Smith from Canada’s

Pierre Company. May 1 ask your name? (I am Arthur

Thompson from Englands BBC Company, May I ask your

name?)

A REZF WEEK, EYPHASY #HE O AFH.
HREFERBEN. (RRLTE A ¢4,
I RRRAEED
WO xing Li, jigo Li Gudqging, shi Zhonggud WUjin
1




Kuangchan Jinchiakou GongsT de. WO Shi téyi 1Gi jié nin

de. (Wb shi Béijing DiyT Jichuangchdng de Yang Hua,
changti pai wo 14i jié nin.)
1 am Li Guoging from China’s Metals & Minerals Import

and Export Company. I came especially to meet you. (I'm

Mr. Yanghua from Beijing No. 1 Machine Plant. My com-
pany asked me to come and greet you. )

MR ER. BBIANRE, RBRR, (BHEX
B, ATHED

Xiéxie nin téyi 14i jie wd. Néng rénshi nin, wd hén

rongxing. (Nin téyi IGi jie, zhén bu gan dang. )

Thank you for coming to meet me. I am very honoured to

know you. (I'm sorry I’'m taking so much of your time. )
: ﬁ:—‘%_tﬁng7 O A))

Nin yilishang hdo ma? (shanli)

Did you have a smooth journey?

: B—Bg BAREF. GEFMAD

W& yilushang hén hdo. (féichang shuni i)
I had a very smooth journey.
: BWREE-UORPEY?
Nin shidiyici 1ai Zhonggubé ma?
Is this the first time you’ve come to China?

: BRE K BPEREREZENEE, XKEER, R
BEX EPEPE FRINZEBXB(RRE—K,
ROUBREFHA,BERAFY RRARKTEH, AR
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X4 T )

Shi diyici. Dao Zhonggud 14i shi wd dudnian de

yuanwang, zhéici néng lai, wo féichng gdoxing. Zai
Zhonggud gij:an, ging nimen duddud guanzhdao. (BU shi
di-yici. WO yijing ldigud lidngci, dou shi |Gi iliybu de.
Néng zaici Iai Zhonggué, zhén shi tai hdo le.)

Yes, it is the first time. I’ve wanted to come to China for

many years. I am very pleased to come this time. During

my stayin China please assist me in any way you can. (This
is not my first time here. I’ve been here twice before travel-
ling each time. I’m so happy I was able to come to China a-
gain. )

: ARESLRIMNEFRBE. BRITEERR! &1
TERBFTE?

B4 yong kegi, women féichang hudnying nin. Yudn
wolmen hézuo ylkuai! Nin de xingli ddu ddo qi le ma?
Please don’t be so polite. I hope our co-operation is a suc-
cess! Has all your luggage arrived?

s ROATEREFT . CERERED

Wéde xingli dou dao gi le. (hGi méi zhdoddo)

My luggage is allhere. (I haven’t found my luggage as yet)
BT ZERA R, REFERUE K., (FHEEA—R)

Qing bd xinglidan géi wd, wod qu ti nin qu childi. (bang

nin zhdo yi zhdo)
Please give me your luggage claim slip, and I'll get it for

you. (I'll help you find it. )



B: BEFET . XEERMTER, (BRBHMT D

- Na jit 1Gojia le. Zhe shi wo de xinglidan. (Ng tai xiéxie
le)

I am sorry to trouble you. Here is my luggage claim slip.

(Thank you very much)

FENF  Xué xié hanzi
Characters Writing

v SRS B G O S
B k4 ¥R

£ 2 ¥+ KA K
7%,“”9"9"?"?’7?’7?(

k1 1 1 4L 3
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IR R
Dierké Zai Haiguan

Chapter Two At Customs

A DexER ]G WSS SEXE.
[ haiguan guadnyuan J. Nin hdo! Huénying nin dao
Zhonggub I4i.
[customs official ]: Hello! Welcome to China.
B [sheg ] Ml XRBEHFE,
[waishang]: Xiexie! Zhé shi wd de huzhdo.
[foreign businessman]: Thank you! Here is my passport.
A S8 LI
Nin you jijian xingli?
How much luggage do you have?
B: =, M. LERHDIRITE. (A, L
L)

San jian. Zhége xidngzi, hdi you nda lidngge Ilxingbdo.
(Liangjian. Dou zai zher. )

Three pieces. This suitcase and those two travel bags.

(Twopieces, they’re all here. )
A FHRZXAMHEFITH.
Qing ba zhege xiangzi dakai.

Could you please open this suitcase.



: SFIE,
Hdo ba.
Sure.
: IRATRERH AKRWE?
Liixingbdo 17 shi shénme dongxi?
What do the travel bags contain?
: B—HKIRF B AW
Shi yixié yifu hé ziyong wupin.
Some clothes and personal belongings.
: At 4 BER RN G ?
You shénme xidyao shénbao de ma?
Is there anything to be declared?
HIFRPE AT TRTERR?
Qing gaosu wo nGxié dongxi xlydo shénbGo?
Please tell me which things need to be declared?
s FTERIRBAEE A LA R X R BHREK,
HE—T.
Xingli shénbdodan beimian ybu bixti xiang hdigudn
shénbao de wlpin mingchéng bido, ging kan yixia.
The back of the luggage declaration form has a list of items
that must be declared. Please take a look at it.
 REJIBEATHERR (REAZPRGEH,)

W& ydu jlyang dongxi ydo shénbdo. (WO méiyou ydo

shénbdo de dongxi.)
1 have a few articles to be declared. (I do not have any arti-
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cles to be declared. )

XEAFFRE LG (EAABRMNERE LH?/IX
JLEABTULEAD?)

Zhéxié dongxi xlyoo shang shul ma? (Zhége shéxiangjl
yao bl yao shang shui?/Zhéi jiyang dongxi kéyi mian shui
ma?)

Do I need to pay duty for these articles? (Do I need to pay

duty for this camera?/Can these few items pass as duty-free

items?)

s BEBL (T EHA)

Ydo shang shui. (KéyT midn shui. )
You need to pay duty. (You don’t have to pay duty. )
panidi ok g T TS

Nin daide shénme waibi?

What foreign currency do you have?

: REAFHAF . BHAE.

Méiyudn. You xinydngkd, yé& ydu xidnjin.
U. S. Dollars. I have credit card and also cash.

: RN AR S M EEEEE.

Qing nin ba sud daide waibi mingchéng, xianjin shumu
tiGnxié gingchu.
Please fill in clearly the type and amount of cash foreign

currency you are carrying.

: ¥

Hdo.



Fine.

s WERIEX T R IR AR MIEHEE A,

Qing nin bd zhéfen xingli shénbdodan bdocin hdo, chi
jing shi haiyao yong.

Please keep this luggage declaration form in a safe place.
You will need it when you leave the country.

: B,

Xiexie.

Thank you.

BENE  Xué xid honz)
Characters Writing
%k 7 2 & 22 % 3k
R R R
$)- = 2 5 5 % B 3

!
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