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Introduction

Business Chinese 20 Essential Topics Workbook is designed for learners to
consolidate the knowledge and skills that are learned in the textbook. It can also
be used independently as a practice book for learning Chinese or Business
Chinese. It provides extensive and comprehensive exercises covering speaking,
listening, reading and writing. It is a great tool to assist classroom teaching or self-

learning.

Main Features

* Clear outline of learning objectives and business functions.

» Comprehensive exercises to develop the four linguistic skills.

* Pair work and group tasks cater for classroom teaching.

* Practical business communication blended with cultural understanding.

* Additional tasks for learners who are ready to take on challenges.

Topic Layout

* Sounds of Words
Speaking and Listening comprehension focuses on distinguishing tones and
similar sounding words, practising key words and mimicking real-life dialogues.
+ Shapes of Words
Step by step learning instructions for characters. From recognising radicals and
writing single characters to understanding key character phrases and using them
in common business correspondence.
» Language Focus
Essential grammar and vocabulary are revised and consolidated through a wide

range of exercises highlighting different usage of synonyms and polysemy.

o
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* Business Communication
Authentic materials are used in common business activities aimed at developing

the four linguistic skills and subject knowledge in Business Studies.

Learning and Teaching Recommendations

* Start with the basics
- Learn the vocabulary in the textbook and use Sounds of Words for pronunciation
practice.
- Work on the key expressions in the textbook dialogues and check understanding
through the exercises in Sounds of Words and Shapes of Words.
- Move on to learning the entire dialogues in the textbook and select exercises
from Sounds of Words and Language Focus for listening and essential grammar.
* Mix and match
- Select exercises according to learning needs.
- Mix different types of tasks in each learning session.
- Focus on developing a skill set (e.g. select tasks in Shapes of Words and
Language Focus for reading and writing skills).
* Continuity is the key
- Select tasks to do in class or during a learning session but also for after class.
- Regularly revise previously completed tasks.
- Complete previously undone challenging tasks.
» Have fun
- Take advantage of various pair and group tasks and enjoy learning with others.
- Fully explore the authentic materials from China and the UK to gain cultural
and business knowledge.

- Challenge yourself with all-round tasks in Business Communication.
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Topic 1

M Greeting People

Learning objectives

Greeting people at different times of day

Confirming who someone is
Asking how someone is

Apologizing

s SOUNDS OF WORDS

1. Listen and check the tones you hear.

O A [ zdoshang
® A [ Qiongsi
© A [ xidojié
O A [ xidnsheng
O A [ Shimisi
0O A [ xiexie

® A [ duibuqi

B [] zdoshang
B [] Qidngsi
B [ xidojie
B [ xianshéng
B [J Shimist
B [] xiéxié

B [] duibuqi

2. Look at the pictures and read.

Business functions

Using formal titles to address
people

Greeting colleagues and clients

Making business acquaintances

@ 001

C [ zaoshang
C [ Qiongsi

C [ xidojié
C [ xidnshéng
C [ Shimist
C [ xiexie

C [ dutbuqi

zaijian

3. Listen and fill in the blanks with the phrases in 2. @002

(1] , Hudng Ling.

o

31doo g Sundaux 1 adog,
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(2] , Lit Lan.
©® Hudng jinglT,
® Mama,

4. Listen again and check your work. @ 002

5. Work in small groups. Practice greetings with the sentences in 3.
You can use your own names.

6. Listen and fill in the blanks. @ 003

©® A:Nin ShimisT ?
B: W6 .

® A:Nin ?
B: W6 .

® A:Ni ?
B: W0

7. Listen again and check your work. @ 003

8. Work in pairs. Practice the conversations in 6 using the pictures.

bucuo

Supplementary words & phrases

_ I,
mama | mum, mother madng busy

bucuo | not bad §hi-z&nmeyang | how are you

i v
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9. Listen to the dialogue and fill in the blanks. @ 004 =
=

Hudng Ling: , Lid Lan. Ni z&énmeyang? &
Lia Lén: , xiexie. N ne? 5
Hudng Ling: ! §
Lia Lén: mdng ma? g
. , i
Hudng Ling: -
e

=

=

&

10. Work in pairs. Practice the dialogue in 9 using your own names.

n SHAPES OF WORDS

1. Look at the characters and trace the radicals.

==
|2

S =4
‘—3,‘ =

4

— >
+

o
JR

2. Look again at the characters in 1 and write down the radicals
according to the meanings.

@ person | 2
® heart >
©® woman | 2
@ step with the left foot >
©® mouth >
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3. Trace the characters in the boxes.
W - = F KRR

2

IEIGEEEE

ni [ O e

3
3
9
\n
4
o
S
o

|
N
N
N

N
A

A R I

N

‘
(
4

S~
bl
M

MR

7747 47 & Ak

=
]

AEEESE
2| 8|S $ )
N
AN
S0

vl v% n£5

b=}
R

4. Match each phrase in characters to its pinyin version.

0 RiFg a. wo hén hdo
0 T LiF b. duibuqi

O *RAL ¢. xiéxie

0O HAREF d. ni hdo ma

0 it e. z&oshang hdo
0 &4 f. ba xie

@ T~ g. nin hdo

S. Fill in the blanks with the phrases in characters from 4.

0 A T B3,
B: «
O A: ?
B: AR,
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© A: !
B: o
0 A: !
B: 847,

6. Write a sentence in characters introducing yourself. Stand up
and use it as your name badge to greet people and get to know
others.

s LANGUAGE FOCUS

1. Fill in the blanks with "% or 2.

Ni shi Lit xidojié W06 shi.
O A fRZ X R 7 B:&K AL
Ni mdng W06 hén mang, ni
0 AR = 7 B &AM, AR ?
W6 shi jingli, nin
© KA ZE, & ?
W04 hén hdo.  Ni hdo
O H AR AT, R4 ?

2. Look at the pictures and use the adjectives provided to fill in
the blanks.

léng
>

Ni léng ma?

Wo
O AR A 5?7 B &K !

W04 hén re.
0 A: 7 B:Ek AR,
W0 bu ni ne?
0 &~ , AR
W0 hén mdng, wo
0 &R, &K

| T T —&— (T

31doo g Sundaux 1 adog,
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3. Put the words in the correct order to make sentences.

shi ni jingli ma

O 2/ sz

shi bu  wd Qidngsi

O 2/ R/ RN

Lid  xidojié xiexie

© x| / N/ S

ma  hdo ni

0 "5/ ¥F /AR

hén wd  hdo

0 1/ &K /IF

m BUSINESS COMMUNICATION

1. Listen to three conversations. Match them to the pictures. @ 005

(1)
Conversation 1

(2]
Conversation 2

(3]

Conversation 3



Shutsz
Logo


| T T

—p—

2. Listen again and fill in the blanks.

@) 005

Shimist  jingli.
L: , YSRHT 218
wo Shimist

Conversation 1

jingll,  wd Make.
23 K %,

Md xidojié

H: & )i ?
Md xidojié

L: —r—'] 'j"ﬁﬁ- o

Conversation 2

QidngsT xidnsheng, nin

L: 3B B4, & ?
W
J: 3%, o

Conversation 3

y

3. Work in pairs. Practice the sentences in 2 using your own names.

4. Listen again and match. @ o005

Nin z&doshang mang ma?

0 & F £ =Y
Duibudgf, wo bu shi Shimist jingli.

O MRA, KR A LFEMN ZHE,
Md xidojié hén madng.

@ L AR I,
W6 xiawt  bu mdng.

0 X TF R,

Shimisi  xidnsheng shi jingli.

0 LEMH & & & ZHE,

a. Miss Ma is very busy.

b. I’'m not busy in the afternoon.

C. Are you busy in the morning?

d. Sorry, I’m not Manager Smith.

€. Mr. Smith is the manager.

31doo g Sundaux 1 adog,
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Topic 2 Getting to

N Know Each Other

Learning objectives Business functions
Finding out a person’s surname or Meeting clients for the first time
full name

Introducing someone with a job title

Telling one’s name Exchanging business pleasantries

Introducing someone Giving business cards

Making suggestions

s SOUNDS OF WORDS

1. Listen and check the tones you hear. @006

O A [ mingzi B [] mingzi C [ mingzi

® A [ zdng jinglt B [] zong jingli C [ z6ng jingli
® A [ mingpian B [] mingpidn C [J mingpian
O A [ gdoxing B [] gdoxing C [] gdoxing
O A [J gongsi B [] gongsi C [] gongst

O A [renshi B [] rénshi C L rénshi

2. Listen and match the business cards to the voices you hear.

@) 007

Zhonghud  Kéji  Gongst
EY AN |
@nnd
2

zhtigudn
lous

iF
Voice 1

y
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Yingdd Guwen Gongsi
ik E 8]
Make
5L
zhuli
B2
Voice 2

Taihut  Kuaiji Gongst
&HE it o]
LI Lin
&
mishi

B

Voice 3

Supplementary words & phrases

zhult assistant mishQ secretary

zhtgudn supervisor bu keqi you’re welcome

3. Work in pairs. Introduce yourself and your job title.
Example: Nin hdo, wo xing , WO jido , WO shi .
4. Listen to the conversations and note down the answers you
hear. @ o008

©® A:Nin guixing?
B:

® A: Chén xidojié jioo shénme?
B:

©® A: Zhang zong jingli jico shénme mingzi?
B:

O A:Ni de jingli xing shénme?
B:

?

1Y) Yory Mouy| 0) Suiyan g didoy,
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5. Listen again and repeat. @008

6. Listen to the dialogue and fill in the blanks. @ 009

Anna: Lid , zhe wei shi Qiéngsi

Lid Lan: W Lid, wo Lid Lan,
hén gdoxing renshi nin.

Adam: Wo yé hén gdoxing renshi nil Zhée shi mingpidn.

Lid Lan: , Qidongsi

Adam: Bu keqji, wo Adam ba.

7. Listen again and repeat. @009

8. Work in groups of three. Practice the conversation in 6. You can
use your own names.

Student A: You are Anna.
Student B: You are Liu Lan.
Student C: You are Adam Jones.

n SHAPES OF WORDS

1. Look at the characters and trace the radicals.

@

s - 5 3

10
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2. Look again at the characters in 1 and write down the radicals
according to the meanings.

@ white >
® speech | 2
® walk | 2
O roof | 2
©® surround | 2

3. Trace the characters in the boxes.

1Y Yor Mouy| 03 3unjen g ddoy,

“' R I I
[ men [EANE IR U

A7

[ xng EENEEREIE R S "
jico NN w—w{

B 772744
BN s
R nnARRAR

o R

&

4. Match each phrases in characters to its pinyin version.

O XERMLA a. hén gdoxing rénshi nin
0 iy LF L b. t& de mingzi jidio M& Gué
@ #£iG, »iL c. nin shi zdng jingli ma

0 EZH3EINRE d. zhe shi wd de mingpian
0 EEEEHEG e. wo xing M4, jico M& Gué

11
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5. Look at the pictures and choose one of the phrases in characters
from 4 for each picture.

AZ

6. Fill in the blanks with the words provided.

X % F 2% Eed F & |
INE SN I, & F 3
B: {47! &4y KR, fk NIRE
A: 3K, Rl AE )
P ND )
B: !

12
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s LANGUAGE FOCUS
1. Fill in the blank boxes.

: : : : . |Possessive .
Singular|Meaning| Plural |Meaning |Possessive | Meaning Plural Meaning
wo women wo de .

ﬁ I, me & /ﬂ] we ff\i‘ \fl”] my, mine our, ours

ni ni de nimen de

e you you 1Ry your, yours | gk 17 44 your, yours
tadmen tdmen de

ta  ta [ . BR:E . .

4,& / &E,‘ he / she ;!éhnjgn / they his / her ,ﬁ'ﬁg 32 / their / theirs
A AT 8

de
2. Read the sentences and delete the unnecessary #.

1Y Yor Mouy| 03 3unjen g ddoy,

Zhe shi wo de zhuli de mingpian.
[ 324 ~
O X ARG IHEN LA,
Women de Zhang jingli de mingzi jido Zhdang Jing.

O KM K 2 25 K =,

Ta de gongsi de mingzi jido Zhonghud.

(3 JRIAD A D A S B i

Zhe shi tdmen de zdng jingli de zhuli.

O X E AT B 216 B,

3. Read the sentences and identify four incorrect sentences.

Ta shi zong jingli de JFY gongsi.

© L % B IFY N5, ( )
Zf]é shi women gongsi de mingpian.

@ X & KA NE] M LR, ( )
W}B bd shi jidgo Anna.

© & &~ A » Anna, ( )
Jido wé Mdke ba.

0 " KRG, ( )
Zhe w%:i gongst jico JFY.

O X 1z -8 W JFY, ( )
Shénme shi ni de mingzi?

0O T4 2thty 857 ( )

gui xing xing

4. Fill in the blanks with 77 %% ox#4.

Nin shénme?

0 & H 49

13
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Wo Zhang.
e & K,
Ta de jingli bu Zhang.
© tb ity 232 R ® .
Qing wen, nin
o iw [, & ?

m BUSINESS COMMUNICATION

1. Listen to three conversations. Match them to the pictures. @010

(1]
Conversation 1

(2]
Conversation 2

(3

Conversation 3

Supplementary words
A28 jieshdo to introduce
—TF yixia once/briefly
e yijing already
NTA renshi meet
A Zuo to sit
JL jian to see
xiA zhébian this way
iH qfag please

14
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2. Listen again and match. @010

W0 i jieshao yixia.

QO XRERNME—T. a. Please take a seat.
W6 i jian Zhang jingli.

0 &k K %2, b. Let me introduce briefly.
Nin zh‘ébian qing.

© &Xxi o c. I come to see Manager Zhang.
Qing zuo ba.

0 i Lve, d. We have already met.

Wodmen yijing renshi le.

0 HZAMEZ2IART, e. This way please.

3. Listen to the conversations again and put them in the right
order. @010

1Y) Yory Mouy| 0) Suiyan g didoy,

4. Work in groups of three. Role play to practice the conversations
using the pictures in 3.

Student A: You are a secretary.
Student B: You are a client.

Student C: You are a manager.

15
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