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Preface TR R 1 RS S PR AR S A

Practical Business Chinese is edited as an ‘elective course textbook for
international students, both language students and undergraduate students, studying
at universities and colleges in China and those who are undertaking business
transactions with their Chinese counterparts in China. It is fit for those who have
learnt general Chinese for over six months and could also be used as a textbook for
ordinary full-time students, short-term training programs and those who study on
their own.

Based on generality and practicality as its basic principal, the book stresses the
knowledge of the field of business and its practical usage. By knowledge of the field
of business, we mean to cover the basic contents of business activities, including
applied business writing. By practical usage, we mean to fully consider the practical
demand of business activities in everyday commercial communications, focusing on
the fostering of communication ability for business transaction, with concise
expression for practical operation in stead of lengthy and tedious, impractical and
empty expressions. The book is composed of 16 units. The first four units include the
following topics, i. e. giving a dinner of welcome, renting rooms, employing
housemaid and on a business trip, those commonly used topics among businessmen
coming to China for basic business communication. Units 13 and 14 touch upon the
business etiquette and talk about enterprise culture. The other units include office
affairs, employment,' staff training, convention, advertising, business negotiaﬁon,
signing contract, promotion and service.

It is quite common that students for business class come from all walks of life.
Their language proficiency and educational background are also quite different even
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in the same class or at the same course. Because of this diversity for business Chinese,
the book covers a wide variety of knowledge with either easy or difficult teaching
materials to enable both teachers and students to have more freedom in their teaching
and study with a focus on useful materials of their own for intensive learning.

The book adopts the stylistic rule of one textbook, two modules of materials,
i.e. combining conversational business Chinese with reading materials as a whole for
each unit. The language training starts from the drills of oral business Chinese to a
gradual transition to somewhat difficult and advanced business reading and writing.
Each unit is divided into conversation and reading (Conversational Business Chinese
[I is a bit more difficult than Conversational Business Chinese [ ), composed of key
sentences, text, vocabulary, word study, appendix, and comprehensive exercises.
Word study is a part to explain the difficult points both in language and culture.
Students might have a basic understanding of these expressions. As they are generally
very important, it is required that students should not only come across the meaning
of these expressions, but also are able to master their usage. Considering that the
Test Center of the National Office of Teaching Chinese as a Foreign Language of
China shall be launching business Chinese proficiency test, Business Chinese Test
(BCT), the textbook with both conversational business Chinese and business reading
combined as a whole shall be able to satisfy the demand for the test some students
may have. The design of vocabulary, exercises of the book is also intended to draw
near the BCT test.

It is suggested that each unit shall be completed within 6 class periods. The
teacher should be flexible in either adopting the style of explaining word by word or
using discussion approach, based on the depth of teaching materials and their Chinese
proficiency students have acquired. The editors of the textbook baéically adopt the
approach of explaining word by word when they are teaching the texts that are
comparatively abstract and with many vocabularies. Discussion method is used if the
contents are direct and the texts are concrete and specific. There are 5 to 7
comprehensive exercises with a variety of form. Teachers may select some or even
revise some for students to do in order to accord with the actual performance of
students and be in line with their own teaching methodology. The appendix is for
supplementary reading or the extension of knowledge.

Units 13 and 14 were written by Mr. Shi Xudeng and the exercises of the two
units by Mr. Shi Shiqing. Ms. Xu Shaofeng provided the first draft of Unit 7. Ms.



Fan Hua and Mr. Wu Huan undertook the English translation of the book. Mr. Peng
Liping helped translate the preface of the book. Ms. Xu Yan translated the word
study of Units 13 and 14. Mr. Wu Huan collected some source materials for the
appendix of the book. Mr. Wang Weigiang, Mr. Wu Yongyi, Mr. Liu Fang, Mrs.
Jiang Jiangiao and Ms. Dai Huifen also helped provide support. Students of the
China-Europe International School of Business and the “EU Young Managers
Training Program helped to select some materials for the book. I am grateful to
them for all their help and support. I am also grateful to Director Cao Liqun and
Mrs. Li Yi of East China Normal University Press for their help and hard work.
Without their help, it is impossible to have the book published.

Bao Wenying

International College of Chinese Studies
East China Normal University

July, 2007
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& = 5 7 Key Sentences
{81 AAEAETE!
Gé wei ging ru xi ba!

2. RN B IF A+

Ganxié nimen de shengging zhaodai.
3. RUNF WA XHEEEE —TER,

W& yi gongsi de mingyi wei Chén zdngjingli yixing jieféng.
4, RRFERA Bt Azttt 4.

Dajia ba yao kéqi, xidng chi shénme jit chi shénme.
5. KHLERT ENF /DA,

Feiji yanwu le wl gé dud xidoshi.

i Dialogue
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89 Bh B AR S A,

K & ORI, K (8 F) RN KAIERT AA S, —RFET,
FRAAf. 47, RR R, A H TE®, RAREAL T, 226K SR AE
B, ZH RN ZIEIR G E K, ER, K TR H & .

ko F: XIUREH HIFELH?

R RIBIGATA R, AARZHREA, RXIMALEFE2T. FHLE
7 XT3, RARE LA,

ko F= R, BRNGZR, BNZHRAMELEILBIRE , AR L6 RFTRITF,

PR . ST A 8] 09 R HE

kOE: AERXRRMNBIZKE . e RARNTA AT 4 FIA, a5k & B A
AT F N

Z 4. XRKRGLHA, LEAARGEERTFIG A,

PR EA . A

k E: ARV ENSEHIRER —ARE, ARMNBEREE,

Z& 4r. #k 6:30 KRG ERE R,

FREA . 4T, !

2 HAREMETETH

(% %)

F 4. BAEFARE

k m: ARBERAGREZRE —ITHERN, HAFRALNSE] 6L L, A HRAN
89 &8 Fo oA T AR

2 K. FTAR, TR

MRBA . M. RALVAN B 89 4 S, xF A 8] 69 ROHE 38 A R T BGHE A &A
4 oA R T A7)

A2 K AR, TR

K E: XRZFERALGGE AR,




Z: FEAARRMAFTEGLIE, F &AM B8, ZAREZ )

7 AR, PEMGERGET . REFHERL—R, S REBHE.

c ARG FHAXRIREGHEE, T BHRTALE, F—2ILEAN XK

et 4, 8 Tk,

MR ZBE P RGF &K BT EMRRE,
K
aiE, BIEFERRE AR
AR . AR ARIK "B T HARATIR
k= BRk—He!
HAAHE: mORET, ROBERK, XRAEBEILREE,
k& LA MRRBGIE? |
EAN
ko m: AXR.KEFRE,
= 4
F27 ,
(B4R LX)
k OE: R, BEIAN BTG
4 BA . WB L AREFRL)
kK = KEFREEA Bt 4
I F: REBREE R, BB ALY BB,
k& B, BRMNMFLRAKEAESE T
I P o 7N

% 4971 & Vocabulary

1.

N O U AW

EX(5))
Hecb(5h)

¥ ()

A5 ()

PR
BhEL (%)
REZR(5h)

xichén

X1nkU

mishii

jishu zongjian
zhult

yanwu

to give a dinner of welcome to a visitor
from afar

to give a dinner of welcome(to a visitor
from afar)

tired

secretary

chief technical inspector

assistant

to delay; to incur loss because of delay
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