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The textbook used in our "Business Chinese" course is “Company Chinese" by Beijing
University Press. The content of this textbook covers company organization, office supplies,
daily arrangements, company meetings, discussion of company business, company

advertising, employment of staff, company culture, etc.
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Now, the Chinese economy is an extremely attractive aspect. Therefore, the importance of
Business Chinese to our students of Sinology is self-evident.
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In order to help the students of Sinology and the translators to learn this course well, the
key points of each lesson and the explanation of the difficult words will be released as the

course progresses. It is hoped that you will learn the "Business Chinese" course well.
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On this basis, in the third Rok we will further study "Intermediate New Silk Road Business



Chinese II" by Beijing University Press. The content of this textbook covers all aspects of
business dealings between the companies, such as company products, company
production and sales plans, quotations, delivery of goods, payment, packaging, sales

agent, contracting, making a claim for compensation, etc.
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New Silk Road Business Chineso

$—iR A3 company organization/structure

—. ERFE 1. Key Words

1. RE: feel free to/don’ t hesitate to
FEHLAFERE R,

When in trouble, just let me know.



2. RT/&R/T: staff (workers/employees in an institute)
SRXMFELIRNEZH2MIRTAR.

There will be a meeting of the staff at the meeeting room of our company.

3. B J pass
WY THER pass the interview

EMNIE (Big®Ei) pass the examination

4. Fh be sureto/do do/
FHEIRES LI Be sure to go to work on time.
FHEE/N. Do be careful!
5. FAAE/FRH3!
FAAEGICHE LM, Don' tforget to bring umbrellaie.
FHEBIKE. Don' tbe so tired.

FAAEIRZE|, Never be late.

FHEAEEIFHS. Never miss the opportunity.

6. iIH¥ consult

7. BI37 establish/ found



8. fazE be in charge of / be responsible for

9. HEE/HENSE sales (business)

10. #8%EY relevant

1. BE/IIARE be(feel) sorry for/ regret

B3 apologize/ say sorry to

12 BA18 no wonder that
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More often-used words

qgﬂgshihui
# ZH<> board of directors

dongshi zhdng dongshi hui zht xi

T K /¥ H2 I board chairman

dongshi

# % member/director of the board
zongcdi

M 3% president/CEO

z0ngcdibangongshi

M IR A = president office
zongcdaizhu 11

ML #BhHE assistant prsident
z6ngjing 11

M2 B general manager



angjing 11 zhu 11

M2 BB PE general manager assistant
j}lzéng

B &L vice president

jing 11

24 ¥ manager

di qid jing 11

Hi[X 28 ¥ regional manager

fu jing 11

w22 2 vice manage

shou xi zhixingguan

B EWMAT B CEO (chief executive officer)
shou x{ cai wu %ggp cai wl z?ngjidn

H WSS 5% S CFO

shou xi Xgpyigggggp

H iz’ g H Co0

Xidoshéuz?ngjidn

BB I8 cso

sbichdngzéngjidn

M3 Bl cmo
XEB x1 ZQngjidn
sEE Il co
ji shﬂz?ngjidn
R B CTO(chief technical director)
bangongshi zhlirén

Iy B EAE chief of the office

ldobdn
ZHR boss

chdngzhdng

]~ K factory director

hangzhdng

1T K president/head of a bank

fu zé rén

157 N\ leader

Xidoshéuﬁp

i ¥ sales department

géngggdnﬁp

v K E public relations department

yé wl Ep

V45 sales department/business department

shichdng bu

i % & market department
cdi wh bu

4455 fund department



shéngchdn bl

£ 72 #6 production department
yéan fq _k\)}‘l
it & research & development department

rén 1i z/i y‘U(meU
NJ1% U5 E human resourses department

rénshi bu

NZF S personnel department

qi hpc‘l_k‘)}‘l
%138 layout department

Qéngchéng_k‘)‘u

T 2 & Engineering Dept.
c_c“l’igéu_k‘)‘il

KIS Purchasing Dept.

mi sha

#hH secretary

zhiyuan

B 51 clerk

2>1t accountant

J'ijtjgiyg’m
45 B4 receptionist

mingpidn

4 F business card
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Enterprise's Attribute (f2JVI4R)
E(ji)EA(tuan)22(gdng)E(s1) group company; S.A.
B (kua)E(gud)E&(ji)FA(tuan) multinational group
B (gU) B (fen)B (yOu)BR(xian) 22 (gong) E(sT)
Co.Lted.(limited company);
Sp. Z o.0. (Spétka z ograniczong odpowiedzialnoscia)
F(zé){E(ren)B(you)PR(xian)2(gong)=E(s1) company limited; Inc.

& (j)EA(tuan)B(you)BR(xian)2(gong)&l(si) Group Corporation



IR(da)& (z1) 1 (qi)dk(ye) Sole proprietorship

(F(zhong)sh(wai)) &(hé)Z&(z) 1 (qi)dk(ye) (Chinese-foreign) Joint venture
(B (zhong)sMwai)) & (hé){E(zuo)iE(qi)dk(ye) (Chinese-foreign) cooperative venture

E(guo)E(ying)iE(qi)llk(ye) state-run enterprise

E(guo)B& (you)ie(qi)dk(ye) state-owned enterprise

E(jiyfR ()= (qi)dk(ye) collective enterprise

FA(sT)E (ying)1E(qi)dk(ye) Private enterprise

AMwai)&E (z1)E(qi)lk(ye) Foreign enterprise

A(hé)tk(huod)iE(qi)dk(ye) Partnership enterprise

AMwai)i(shang)i& (tou) & (z) 1 (qi)dk(ye) foreign-invested enterprise

B&(gu)fn (fen)ll(zhi)iE(qi)dk(ye) joint-stock enterprise

=(zOng) 22 (gong)=El(s) head office

B(mu)2(gdng)E(sT) parent company

F(zi)2x(gong)&El(st) subsidiary company

93 (fén)2(gong)=El(si) branch company
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Names of some of the enterprises
HSEZE-Z0/\F) Medes Mercedes - Benz
MEX,NE) Microsoft Corparation

AE Google

AH Honda

FMS%FE Toyota Motor



KARSE Volk wagen
184554 Ford Motor
MASE Hundai
iA/RES Wal-Mart
Z24455 McDonald's

BEE KFC

(#8m supermarkets)
KRtmram Carrefour
RRj=i8mM Auchan
Rty Tesco Extra
FZiriniEm Lidl
/NE[HEET Biedronka
NGB Stokrotka
I\NEHEET zabka
EX=@m Kaufland
Eh5e3k/RiEm Eleclerc
/R8s Real Market
xRIEZIhtET OBI
g8 Bricoman

BHE#E™ Rossmann



