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PREFACE ONE

This series of learning 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 learning
\‘ the language.

Before the EU-China Junior Managers Training Programme (1999 -2003),
there were no adequate materials to teach Chinese to professionals, so we de-
J cided we should develop them with our partner, the Beijing Foreign Studies Uni-
\ versity. BFSU did a tremendous job, developing and testing the materials on the
| demanding lot of young European businesspeople-themselves from 15 different EU

countries with their own languages and cultural backgrounds. | am confident, that
1 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.

I 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 en-
thusiasm, 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 pro-
gramme to teach Chinese for business in the new way developed at BFSU.

Dr. Klaus Ebermann, Ambassador
European Commission Delegation in China
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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 European 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 re-
peated amendments before they could offer their trainees three textbooks on busi-
ness 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 pre-
sent this series of standard textbooks on business Chinese to a larger audience of
learners. | would like to take this opportunity to congratulate my colleagues 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 pro-
fessionals is pivotal to sustaining such exchanges and cooperation, and language
proficiency is an indispensable quality for these professionals. 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 pro-
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vides a major channel by which professionals learn how to communicate in a stan-
dard Chinese business language. The training program has offered us a good op-
portunity to study teaching 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 Ex-
change Institute. Apart from their positive impact on business Chinese teaching,
the unique significance of these textbooks also lies in that they provide some inno-
vative ideas about teaching Chinese as a second language.

It is my hope that more progress will be made in the teaching of business Chi-
nese, that more and better business Chinese textbooks will come along to meet our
learners’ diverse needs, and that business exchanges and cooperation 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 training course to
up-and-coming business managers from Europe. All our trainees were well educat-
ed 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 desired. This prompted us to compile our own business Chinese
coursebooks in line with the requirements of the EU-China Junior Managers Train-
ing Programme 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 before
this business Chinese series of coursebooks became ready to go to press.

This series consist of four coursebooks each with two volumes: Everyday Chi-
nese, Business Chinese, Economy and Commerce Chinese and Phonetics. Pho-
netics serves as a supplement to teaching business Chinese at the beginner’s lev-
el. The other three books, arranged progressively at beginner’s, elementary and
secondary levels, may be used in a sequence or independently. Each has a dis-
tinct focus, but all of them integrate listening, speaking and writing to make for a
congenial learning experience. Everyday Chinese teaches the kind of Chinese lan-
guage that businesspeople use on a daily basis 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 reflect Chinese social and economic life. The
Chinese taught in Economy and Commerce Chinese covers topics on the socioeco-
nomic 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 carefully 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 professionals in the business world. They differ from oth-
er Chinese textbooks in the following aspects:

First, teaching business Chinese at the beginner’s level. As a special-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 Chi-
nese to begin with. They took our training course in the hope that in a short span of
time they could become efficient enough to communicate with their Chinese col-
leagues and know as much about the Chinese business world as they could. De-
spite being new to the Chinese language, their fine education and career back-
grounds 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 discussions.
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 es-
sential 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 business language through diverse forms of drills and ex-
ercises. In Everyday Chinese and Business Chinese, topics are couched in sen-
tence structures tailored to the learning level of beginners who are both books’ tar-
get audience.

Third, intensifying 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 appropriate for
this type of training. In this way teachers can follow curricular arrangements and
students’ progress to readjust the timetable and focal points of training in a timely
fashion and avoid assigning mismatched coursework that affects teaching efficien-
cy 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 exer-
cises on the same topic. Listening is the first step in the language learning pro-
cess, and that is why our coursebooks feature a variety of oral drills to help learn-
ers 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.
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Practicality is what counts in the language training of professionals. Our training W
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 learn-
ers 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 fea-
sible 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 Chi-
nese becomes a process in which students are asked to fulfill one task after anoth-
er, and in the course of it they subconsciously improve their comprehensive com-
munication abilities in Chinese. Both Business Chinese and Economy and Com-
merce 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 un-
der 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 professional knowledge, teaching experi-
ence 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 guidance
and financial help of the office of the EU-China Junior Managers Training Pro-
gramme, 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 course-
books and to the Foreign Language Teaching and Research Press, which publish-
es these coursebooks. We also wish to thank many other organizations and people
for their generous help and encouragement 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
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