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PREFACE ONE

|

This series of leaming materials for business Chinese have been
produced through the European Union-China Junior Managers Training
Programme. The EU has invested in producing these materials because we
believe that doing business successfully in China requires cultural
understanding of the country, its people, their habits and ways of working.
And that understanding goes through leaming the language.

Before the EU-China Junior Managers Training Programme  (1999-2003),
there were no adequate materials to teach Chinese to professionals, so we
decided we should develop them with our partner, the Beijing Foreign Studies
University. BFSU did a tremendous job, developing and testing the materials
on the demanding lot of young European businesspeople-themseives from 15
different EU countries with their own languages and cultural backgrounds. |
am confident, that these materials are the best on the market for anyone who
wants to learn Chinese for business. ‘

You will find real business situations, challenging texts and dialogues that
will prepare you for your career in China. You will be well equipped to embark
on your business, but remember, learning the language is only one step, you
need to learn about people, about ways of thinking and dealing with each
other to be successful here, as anywhere.

| wish you good luck with your studies!

My thanks go to all the teachers at BFSU who have worked hard not only
on teaching our managers, but on developing these materials with the rigour
and enthusiasm, professionalism and dedication that were so characteristic
for BFSU staff over the five years of our programme. My thanks also to BFSU
President Chen Naifang, without whose support this programme would not
have had the success which made it so famous in the European and Chinese
business community and among Chinese universities who could pick up on
the experiences of this programme to teach Chinese for business in the new
way developed at BFSU.

Dr. Klaus Ebermann, Ambassador
European Commission Delegation in China




BERSRELINEM GG ERKA—FTEFSFE2EEHAD 64—
FEERR, RAZHATHEXEEMGHBE AR AZMNMBERARA
THRT+ESEHE, R, REIBP IS XS RAETERFHL Lo
R, mEFILERADTIHTH,

EBA—FEEFESF2EEHAB (1999-2003) X4, ZKFELSF L
AL #FTGEEM, BREMEZFRRNGSERE—RFTIEEX
FEBFEL—EHM, LFIBEXZHRT REG I, sTHMBTHF
X, RAOKAISARAR BN AERRAIALTZTAEALRRETHRME
FARKATXEHRM, M4, ZEHAMA TR LEFOHFLEHK
#

BEBMEAATHRES T, § THRELGFERRL, KEFH
ERETERNERELEDIOATEARBOHA IR PERAR, $IXEH
M, TUHFIZLTRARLAEERFLEHAESE, SR, #ETF IR
REAFEEH—FYy, ANEFTEZTRANAEBE T XPARIAEGF
X, IHFTREFERN AT LOEMFTERRS,

et | RIAEALF L ATA)

BMLTESRDEXREMALALARA—TRAFFEEENADHHK
Wi, ERATRBGEFHME, LFIAERFHHTARARNEE
M#&#HRNE, RAALTHEAEXFRFBEASGCRAARESSE,
LA BT AEM, REEZRREAFEK, BAFHREKHY
IR, INMNABSLBALEZIHAETRBARIAFL, #AATRARSZ
BB S EHFRETERBLENEIREE,

ZHBEH L
] B BN £ R B ARARE K
@m-llIllIllIIlIlIIIIIIIIIIIIIIIIIIIIIIII



PEH-—MRAFFLEZNADCEEABLRT, AAIRRZI—
BEREAPHM (BEARE) B EX R, bR BEI 4+ 5 A,

BARW B FRIAFRMA 1999 £ £ 2003 F A AT TE—REFE 2
BT REERFRAOBTSGERN, AB E4mH, REGFHEHK
FRTHEB, HTARLGBHRY, FEXMGATRBRTAITHF
&, RZELRARSLRIARE LRGN F R1ERHH 5 0E
##, OFKRAZALFFANTABFFORWBEE, RANA2 LA AR
B+, AL —EFAEHM, AR, BRZAFEAL R B ZH 6P
BAREXDFEELERFHORIZENHERRE, REARET L LER
FHRKENE, E—FE2OHRAE, BEFE A, &, AAFE
EFRY, ATFTART THREZRAARRARREAH =28 55 L FHH
BB T, T, XZE2HMAHF B MAR4T, FRLRFE B R
HRBETRIFHORE, AXHMGFL, HE5IRP, RAKAKRNERS
BEEARAARTERGH HRALZALLTT S5O0 F, AHFPXD
T, bR, ZZEEMHZ2E#—FHEAESLS, RA—-EHEEELT
#FAM, FEX R, A, AAEFRIAFERSORD LT H ALK,
HHENKABRNER AP PERGRRHRAEZASL THARFAFTECE
#,

MAEZF LR AHAR, BREDARKE, 25, LLFSEAN4H
B APSEEAYK, 5%, TESRBAKMNEEZ 4 AR
SHRHEE, TRIIFEEEXARERRE, AREIFEMES AR
BRANGELZRELI—RAEER LA - ABRESBNENTAL, RiET
BEREFNMATRAERZYHRAZ—, PE—RAFFEELZNADRL
BAPEXRZIFENATHEL, "FANERARESHH S ERZ,




RENEFBRFTSFXEXGREINEZREZ, PE—RAFF2ERZIAL
HRMBHT AR, ARBFIGERFHRIFNS, REANETFEH
FHFERETRAFETNEE, #EMORIFL, HXNBREHFEHK
FOHRBELTREGAM, RRA, TEHMRLAHTHRILA L&
B, BA, BNATESZEEIENGIBATAIES KoKk AF
AAEERMGETRT, THEHARREIERPBY, KB1E, XE£EH
£E R I HEMG R, LREAAX—HRTPH—HTE, 2HFEHK
FHEk—EHERPE, SHIXBHFUERFHOLR S L REGY
A,

AAE, TEANB S ERFRAZRGAL, EHFRAALGH S
REHMEL Sad, TREEREAGHSIALSHREZRES
# E & LR,

% 73 %
TR EFERFRK
20045 12 A




PREFACE TWO

It delights me immensely that the training for the EU-China Junior
Managers Training Programme has come to a full cycle and the Chinese for
Managers series of textbooks are coming off the press.

During the period 1999-2003, the BFSU International Exchange Institute
put five batches of junior managers through a business Chinese course under
the EU-China Junior Managers Training Programme. In the early days of this
course, the training in business Chinese was rather weak; the textbooks
available were mostly about foreign trade, and those suitable for our Euro-
pean trainees who had both managerial expertise and practical experience
were hard to come by. To meet the expectations of the EU Committee and
our trainees, we felt compelled to develop a set of textbooks for this Junior
Managers Training Programme. Thus the faculty of the Beijing Foreign Studies
University went about drawing on past experience and achievements in
business English teaching and exploring the norms for business Chinese
teaching. On that basis they came up with the first draft, but it took them more
than two years to experiment with that draft in the classroom and make
repeated amendments before they could offer their trainees three textbooks
onbusiness Chinese. | venture to say that the first round of training under
the EU-China programme could not have been a success without the timely
arrival of these books. Having made further amendments and readjustments,
we are able to present this series of standard textbooks on business Chinese
to a larger audience of learners. | would like to take this opportunity to congra-
tulate my bolleagues at the International Exchange Institute. | am also deeply
indebted to the EU Committee and China Council for the Promotion of
International Trade for their guidance and unstinting financial support.

With economic globalization proceeding apace, political, economic and
cultural exchanges and cooperation are burgeoning between China and the
European Union and among EU member countries. To bring forth a large
contingent of professionals is pivotal to sustaining such exchanges and
cooperation, and language proficiency is an indispensable quality for these pro-
fessionals. The EU-China Junior Managers Training Programme is a cradle
for such professionals, and the business Chinese training course offered by




the BFSU International Exchange Institute provides a major channel by which
professionals learn how to communicate in a standard Chinese business
language. The training program has offered us a good opportunity to study teach-
ing in business Chinese and pool our experience in this field. The successful
compilation of this series of business Chinese textbooks has furnished a solid
groundwork for us to expand this field of teaching and learning. In my opinion,
these textbooks not only have a target audience but are also useful for a much
wider spectrum of learners, considering the fact that many international
students have very much the same education backgrounds, work experience
and learning goals as those taking the business Chinese course at the
International Exchange Institute. Apart from their positive impact on business
Chinese teaching, the unique significance of these textbooks also lies in that
they provide some innovative ideas about teaching Chinese as a second
language.

It is my hope that more progress will be made in the teaching of business
Chinese, that more and better business Chinese textbooks will come along to
meet our learners’ diverse needs, and that business exchanges and coopera-
tion between China and other countries will be deepened and broadened
without a letup.

Chen Naifang
President, Beijing Foreign Studies University
December, 2004
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INTRODUCTION

in 1999, the BFSU International Exchange Institute joined the EU-China
Junior Managers Training Programme in providing a business Chinese train-
‘ ing course to up-and-coming business managers from Europe. All our
trainees were well educated and had had some experience in the business
world. The European Union sent them to our university in the hope that our
training course could help them learn the Chinese language and culture for
effective communication and cooperation with Chinese businesspeople. To
meet the expectations of our European friends, my colleagues tried quite a
few available coursebooks on our trainees, but the results left much to be de-
sired. This prompted us to compile our own business Chinese coursebooks in
line with the requirements of the EU-China Junior Managers Training Pro-
gramme and the characteristics of our trainees. It took us a little more than
one year to come up with the first draft, and another two years to amend it be-
fore this business Chinese series of coursebooks became ready to go to
press.

This series consist of four coursebooks each with two volumes: Everyday
Chinese, Business Chinese, Economy and Commerce Chinese and Phonet-
ics. Phonetics serves as a supplement to teaching business Chinese at the
beginner’s level. The other three books, arranged progressively at beginner’s,
elementary and secondary levels, may be used in a sequence or indepen-
dently. Each has a distinct focus, but all of them integrate listening, speaking |
and writing to make for a congenial learning experience. Everyday Chinese ‘
teaches the kind of Chinese language that businesspeopie use on a daily ba-
| sis and supplements it with office work usages. Business Chinese features a
professional language that enables business managers to “talk shop” among
themselves, and it is also augmented with usages and expressions that re-
flect Chinese social and economic life. The Chinese taught in Economy and
Commerce Chinese covers topics on the socioeconomic life of contemporary
China.

This series of coursebooks are an outcome of in-depth studies of the
norms governing the teaching of business Chinese. Their contents are care-
fully screened and condensed by bearing our trainees’ learning needs in




‘ mind. The teaching methodology is optimized on the basis of repeated |
| comparisons of alternatives. In short, these coursebooks symbolize our
philosophy of teaching business Chinese as a foreign language for profes-
sionals in the business world. They differ from other Chinese textbooks in the
following aspects:

First, teaching business Chinese at the beginner’s level. As a spe-
cial-purpose language, business Chinese can normally be learned by those
who have acquired more than a smattering of Chinese, but this was not the
case with our European trainees, who were seasoned in business
management but knew little or no Chinese to begin with. They took our train-
ing course in the hope that in a short span of time they could become efficient
enough to communicate with their Chinese colleagues and know as much
about the Chinese business world as they could. Despite being new to the
Chinese language, their fine education and career backgrounds stood them
in good stead in learning business Chinese. That is why in Everyday Chinese
we make a point of selecting topics with communication value, and mingle
them with office situations and a considerable amount of business terms and
expressions. This arrangement is designed to bring learners in touch with
business Chinese right at the beginning. |

Second, stressing linguistic functions through topical scenes and discus-
sions. Linguists around the world divide language teaching into general
teaching and special-purpose teaching. Business Chinese apparently falls
into the category of special-purpose teaching, as it covers a wide range of
fields such as management, marketing and trade, and learners can master it
only when they are taught its essential functions. These linguistic functions
are highlighted in our coursebooks, in which each unit of texts is centered on
a single topic so as to acquaint learners with the scenes, expressions and
cultural backgrounds surrounding that topic and teach them to apply the busi-
ness language through diverse forms of drills and exercises. In Everyday Chi-
nese and Business Chinese, topics are couched in sentence structures tai-
lored to the learning level of beginners who are both books’ target audience.

Third, ihtensifying learning by integrating listening, speaking and writing.
We put a high premium on teaching efficiency, given the short duration of our
intensive training course of EU business professionals, which lasted no more
than 12 months. Apparently, integrating listening, speaking and writing is ap-
propriate for this type of training. In this way teachers can follow curricular ar-
rangements and students’ progress to readjust the timetable and focal points
of training in a timely fashion and avoid assigning mismatched coursework
that affects teaching efficiency and results.

'}




As befitting this integrated form of teaching, the three main coursebooks
in this Chinese for Managers series are all narrated in Chinese, and the texts
in each unit are arranged in a way to provide systematic listening, speaking
and writing exercises on the same topic. Listening is the first step in the
language learning process, and that is why our coursebooks feature a variety
of oral drills to help learners comprehend, absorb and feed back on the
linguistic information of relevant topics. The second step involves visual input
of information through reading, which enables the learner to master the words
and expressions through repeated written drills. Eventually the learner can not
only understand what he hears and reads but also express himself orally and
in writing in communication with others.

Fourth, improving communication proficiency through case studies and
drills. Practicality is what counts in the language training of professionals. Our
training course helps learners analyze and solve problems that may occur in
business transactions and other activities in a Chinese language environment.
In this series of coursebooks, we have designed a series of case studies that
enable our learners to use their business acumen and experience to discover
problems and devise solutions while their teachers may make suggestions
from a Chinese point of view. Through discussions in the classroom, learners
can find the differences between Chinese and foreign ways of doing business
and, on this basis, come up with feasible solutions to problems they may
encounter in the future. In this form of study, learners always have the
initiative in their hands, and use Chinese when they go about discovering,
analyzing and solving problems. Thus learning business Chinese becomes a
process in which students are asked to fulfill one task after another, and in the
course of it they subconsciously improve their comprehensive communication
abilities in Chinese. Both Business Chinese and Economy and Commerce
Chinese feature case studies that imperceptibly combine language learning
with case analysis, with emphasis on the practicality of texts and drills.

The coursebooks also offer plenty of extracurricular activities so that
learners can go out of the classroom and further improve their communication
proficiency in Chinese while getting a feel of Chinese social and economic life
through a series of visits, fact-finding tours and conversations.

The compilers of this series of business Chinese coursebooks have
taught under the EU-China Junior Managers Training Programme. Thanks to
arrangements made by the programme’s general office, they have also taken
training courses on business English, transcultural communication, European
business and culture and Sino-European relations. Their extensive profes-
sional knowledge, teaching experience and innovative spirit finally paid off in



these innovative coursebooks. Some other teachers also contributed to the
compilation work in different ways, though their names are not mentioned in
the list of compilers.

In the course of our compilation work, we benefited hugely from the guid-
ance and financial help of the office of the EU-China Junior Managers Training
Programme, from the encouragement and solicitude of BFSU President Chen
Naifang, and from the selfless collaboration of our trainees from EU member
countries. Our deepest debt of gratitude is also owed to Professor Liu Xun, a
famous expert from Beijing Language and Culture University who checked and
approved the coursebooks and to the Foreign Language Teaching and Re-
search Press, which publishes these coursebooks. We also wish to thank
many other organizations and people for their generous help and encourage-
ment for this project.

In an age in which business Chinese teaching and learning is becoming
more popular than ever, we will feel immensely gratified if these coursebooks
can bring some new ideas into this field of endeavor.

Zhang Xiaohui

December 2004, Beijing




