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How do you communicate
atwork in China?

In this book, you will learn
spoken office language for a wide-
range of situations.
It has 15 units which cover job
interviews, first day at work,
resignation, job transition,
regular meeting, accomplishing
tasks, brainstorming, calling to
make an appointment, work lunch,
mistakes at work, business trips,
arranging a trip, reception,
products exhibits, discussing
corporate culture and so on. It will
help you learn the best ways to
deal with all these common
situations when working in China.
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Preface

After months of arduous writing, this spoken Chinese
learning series Talk Chinese, a crystallization of many teach-
ers’ hard work, has finally hit the road. As Chinese keeps
warming up in today’s world, the publication of such a se-
ries will no doubt arouse another heat in learning Chinese.
Along with the rapid development of the Chinese economy,
more and more people have realized the importance and
necessity of the Chinese language in communications between
people, which not only reflect in economy and trade, but
mainly in our daily lives, work and study. Today, China has
caught the eyes of the world. The number of people who
invest, work, travel and study in China is constantly increasing.
Therefore, to learn Chinese, especially colloquial Chinese well,
has naturally become an urgent need for these people. In
view of no such complete series of teaching spoken Chinese
in the market at present, and to meet the demands of the
market in learning Chinese, especially spoken Chinese, we have

spent a lot of energy on planning and compiling this series
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to meet the needs of readers.

Talk Chinese is the first series on practical, colloquial
Chinese. It covers ten themes on social communication, life,
travel, sports, leisure, shopping, emergency, school, office,
and IT and network. By imitating real life scenes of various
situations, authentic, lively and practical oral expressions are
revealed to allow learners to experience the charm of the
Chinese language through lively, interesting and humorous
situational conversations, and learn the most commonly used
colloquial words, phrases, slang, customary usages, everyday
expressions and sentences. In another word, this is a very
useful and practical encyclopedia on speaking Chinese. As
long as one masters the contents of this series, one can re-
spond fluently with the knowledge and oral expressions

learned in whatever situations.

The characteristic of this series lies in its authentic, prac-
tical language expression, stresses on colloquialism, liveliness,
and modernization of language. It selects high frequency
words and the most vivid and authentic oral expressions used
in daily life, work and study. One of my American friends
who can speak perfect Chinese said to me after reading this
series, “Very good. I think some expressions in the books

ate really typical, which I can’t learn from other places.” This
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shows that this series has made a breakthrough in Chinese
learning materials, and achieved our original intention—that is
to introduce the most typical, practical colloquial expressions
to our friends who love Chinese, and allow them to use these

expressions as soon as they learn them.

We’ve included “Relevant Expressions” by listing more
expressions and words telated to the themes in order to make
it convenient for learners to expand their language compe-

tency and enlarge their vocabularies.

In addition, to better help learners know Chinese and the
Chinese culture, we’ve also set up a column of “Language
Tips” with the intention to introduce some common usage
and grammatical knowledge, common mistakes and point
out words and expressions that are easily confused, as well
as tips on cultural background of the language. Our goal is
to help learners not only learn Chinese expressions, but also

get to know cultural connotations and language knowledge.

We know that learning and practicing are closely linked,
one can’t reach the goal of learning without practicing. At
the back of each unit we’ve put together some exercises,
emphasizing on listening and speaking to assist learners in

mastering what they have learned through practice.



I think everyone has his/her own ways of learning. As
the saying goes, “Every road leads to Rome.” We believe
that as long as one tries hard, one can learn Chinese well no
matter which ways and methods one adopts. We sincerely
hope this series will be of some help in improving your real

ability of speaking Chinese.

We often say “Reading enriches the mind” to encourage
people to read widely. Today, we use this expression to in-
vite you to this series, where you will discover so many intet-
esting words and sentences you have yet to learn. What are

you waiting for? Come on, let’s get started!

Chief compiler : Li Shujuan
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Introduction
Part 1 Learn Pinyin My Way

Chinese pinyin is not difficult to learn. It mainly in-
cludes three parts: initials, vowels and tones. In this chap-
ter you’ll be introduced to some basic knowledge of pinyin,
pronunciations, differences between pinyin and English
phonetics, and ways to remember them, so that you can
read and pronounce pinyin easily. This will help you to
study Chinese by yourself along with the audios.

1. Initials

There are 23 initials in Chinese pinyin. Many of them
have similar sounds to the English consonants. Please look
at Table 1 and compare them with the English version.

Tablel  Chinese Initials
Chinese letter Sound  English word

b P as “b” in “book”
p p as “p” in “poor”
m m as “m” in “more”
f f as “f”’in “four”

d t as “d” in “dog”

t t¢ as “t” in “text”

B



n n

| 1
g k
k k¢
h X
j te
q te*
X ¢
z ts
o] ts
S s
zh ts
ch ts*
sh S
r z,
w w
y J

2. Finals

[

as‘“n” in “net”

as “”in “learn”

as “g”in “green”

as “k” in “kit”

as “h” in “her”

as “j”in “‘jeep”

as “ch” in “cheese”
as “sh”in “shit”

as “ds” in “sounds”
as “ts” in “lots”

€%

as“s”’in“‘sum”

aS 66j” in G‘joumey’9
as “ch” in “church”
as “Sh” ]'n “Sl’)j_n”

£6_99 >

as “r’in “red”
as “W” in “Woman”

[}

as“y” in “‘you”

There are 35 vowels in Chinese pinyin. To be more
specific, there are six vowels and 29 compound vowels.
The six vowels are:a , o, e, i, u, and i . Undereach
vowel there are several compound vowels. The key to re-
member them, is to remember the six vowels first, then
remember the compound vowels of each vowel as a group.
There is a rule in doing it. Look at Table 2 and compare

them with the English version.
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Table 2

Chinese letter

d

ai
an
ang
do
o)
ou
ong

ei
en
eng

ian
iang
ing

Chinese Finals

Sound

A
ai
an
an
au
o
ou
up
k-4
ei
an
9
or
i
1A
iau
ie
in
iou
ien
iag

iap

English word

as “ar”’ in “car”

I

as “an” in “ant”

as “ong” in “long”
as “ou” in “out”

as “a” in “water”
oh

as “ong” in ““gone”
as “ir’in “bird”

as “ay”in “may”’
as “en” in “end”
as “eng” in “beng”
as “er’ in “traveler”
as “ea” in “tea”
yah

as “yo” in “yoga”
as “ye” in “yes”

as “in” in “inside”
you

Ian

young

as “ing”in “going”

|



iong yun as “‘one” in “‘alone”

u u W00
ud uA as “wa” in “watt”
ui uei as “wee” in “sweet”
un uan won
uo uo as “wha” in “what”’
udi uai why
uan uan when
uang uan as “wan” in “want”
u y
te ye
an jn
udan yen

3. Tones

The Chinese Mandarin has four tones — the first tone

” the second tone “ ~ 7, the third tone “ ~ 7, and
the fourth tone “ = ”. Different tones express different
meanings. It is important to master all four tones in order
not to mislead others when you’re speaking.

[ 13

How does one practice the four tones is a common
question. Here is one way to do it: Do you know how to sing
songs? Yes, use that to help you. Forexample: g, a, a, a,
the first tone “ g ”’is a high tone, so you should sing it high
pitched as if you’re saying the word “Hi”; the second tone
goes from low to high as if you’re saying the word “What?”’;
the third tone is like a valley, you can sing it as if saying the

b\



word “whoa”; and the fourth tone goes from high to low as if
you’re saying the word “go”. Isn’t it easy? Now let’s practice
the four tones.

&l a a a

0 o O 0

€ é é e

1 i i i

a 0 u u

G i i i

ma ma ma ma

5 Bk 5 i

mother hemp horse curse

wo wO WO

& &, B
nest [ lie

geé gé geé ge

< =2 il A

brother  leather barge  one unit of
something
(a measure word)

x1 x i x i X1

i3} =) 7 Eiid
west study wash thin

ht ha hu hu

o £ % 7
call pot tiger household
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