Say It Now — A Complete Handbook of Spoken Business
Chinese is a helpful manual of practical Chinese for foreigners living,

""" The content in this manual is categorized into different situations,
under which you can find relevant sentences in their pinyin, Chinese
and English versions. This layout enables users to precisely locate what

manual based on their own needs.
The “Do you know” section presents many aspects of China, such
as language, culture, life and habits. Meanwhile, users can find much
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Useful Expressions & FiEf]

I. Recruitment and Interview }BEER7ER

. Interview RERHERK (4

. Feedback KER5 (10)

. Employment Contract Z#zhA&F (13)

. Salary and Perks #FH&#EA (16)

. Application for Vacation &I HiF (19)

. Transfer of Personnel AZEifzh (22)

. Promotion and Resignation FEIEE (24
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2. Daily Work B&ENHL

1. Relationship among Colleagues
FEXF (28)

2. Copying and Printing FTEIEEI (31

3. Answering the Phone and Leaving a Message
ERET GO

4. File Processing /AL FE (38)
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5. Sending and Receiving Emails

B (41D
6. Express Delivery S5 (44)
7. Equipment Maintenance % & 415 (48)

3. Glient Reception EZZP

1. Schedule HREZHE (52)

2. Pick-up and See-off at the Airport
PLHH#EE (55

. Hotel Accommodation &5 (58)

. Inspection/Visiting  Z:Wijj18] (61)

. Business Talk #&i£L% (65

. Entertaining a Guest EiFEZE (69)

. Gift-giving FLEMEE (72)

. Sightseeing and Travelling M¢HiE (75)
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. Preparation £il%%& (80)
. Decorating the Conference Hall

SBHE (83)

. Duty Division &% T (86)

. Reception and Guidance #74%3|5 (89)
. Hosting a Meeting E#41 (93)

. Delivering a Speech % Fi&if (97)

. Q & A and Discussion #Z[AiTiE (10D
.Summary &uLE% (104

. Marketing S48

AW N -

. Market Research T#iE# (108)
.Advertising J"EEE (11D

. Sales Promotion =48 (115)

. After-sales Service &JFfk% (118)
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. Sales Performance 445 (122)

. Trademark Registration FfriEft (125)
. Technology Transfer # A%k (130)

. Sales Agent fH&ERIE (133)

. Business Trip HB=
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. Applying for a Business Trip HZHiE (138)
. ltinerary fTARiT%] (140) :
. Ticket-booking ZE4&FiiT (143)

. Hotel Reservation JEJEFiIT (147)
. Visiting a Client EiFZE /S (15D

. Reimbursement Ik B #i#44 (154)

. Summary Report E45iCIR (157)
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. Negotiation J%#|

. Preparation % #|#%& (162)

. RFQ and Quotation ##fi#r (167)

. Bargaining &M (170D

. Quality and Quantity JFEHE (174

. Ways of Cooperation A/EF 3 (178

. Terms of Contract ARz (18D

. Negotiation of Contract &7 (184)
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. Dispute 4%y

. Customer Complaint & #%if (190D

. Customer Claim ZEF&IE (194)

. Breach of Contract &F:i$E2) (198)

. Liability for Breach of Contract

BARSRAE (203)

5. Application for Arbitration  BiiEfh# (207)
6. Taking Legal Action #2Hif7A (210
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. Foreign Trade 3$48&

9
1.Bidding #B#7#4R (218)

2. Order Confirmation iTHE#IA (223)
3. Delivery %% tt (226)

4. Logistics #iizi (230)

5. Credit Financing {&%tRi % (235

6. Entry Formalities A\3EF4: (238)

7. Customs Clearance #fiscifisx (241)
8. International Tax [E Frfile (244)

9. Insurance REEEHE (248)

10. Etiquette L%

1. Dress Code &E##E (252)

2. Meeting and Seeing Off ll3i%4E (255)
3. Table Manners & =5L1L (259) :
4. Giving and Receiving Gifts #LiifE%k (264)
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Situational Conversations HE%7

Recruitment and Interview FHIEMEE (270)
Daily Work  H# MY (280)

Client Reception #fFEF (286)
Conference &1 (290)

Marketing E%§ (296)

Business Trip HiZ (300)

Negotiation #%#| (304)

Dispute 214}y (310D

Foreign Trade Xt4M# 5 (316)

Etiquette #L1% (320)

Appendix Fft3%
CV Template MAfEFH#EMR (326)

Cover Letter Template KERE#E4R (330)
Invitation Template #iFF#EMN (332)
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Ways to get the audio files of the dialogues in this book:

* Welcome to visit our website at www.blcup.com
and search this book to download audio files;

e Scan the QR code to get the audio files;

® Scan the sign = to listen to the audios
(With MPR talking pen sold separately).
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4 Interview

© £ B2 & Qiuzhi Mianshi

B &I E (The interviewer) :

Qing ni xian zuod ge ziwd jieshao ba.
L. R A B EA-Be,

Please introduce yourself.

NI dui wémen gongst lidojié dudshao?
2. RAFHEAINE TS D2

How much do you know about our company?

NI wei shénme xudnzé 1ai wémen gongsT yingpin?
3. AR A A 2 AR BT 5) BTG
Why did you choose to apply to our company?

"""" Ni de héxin jingzhéngli shi shénme?
4 REGAZS FEE S AT 47

What is your core competency?

"""" Néng shud yixiai nl de youshi hé lisshi ma?
5. Rt — T ARGG AR B Fa 2l Ho 9

What are your advantages and disadvantages?

"""" Niydu shénme yang de zhiyé guthua?
6. IRA AT L AE Y BR L HLR] 7

What is your career plan?
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"""" NI dulxinzi yéu shénme yeoia?
T AR F R AT 22K

What are your salary expectations?

Qing ni tdntan dui tidocdo de kanfd.
8. AR AT BRAG 4G A ik
‘What is your opinion on job-hopping?

Gudnyu ni de zhiwei yiji women gongsi, ni hdi you ndxié
xidng lidojié de?

9. X TR IR A B BAVNE], AREAIRLALT fRaY2
Is there anything else you want to know about the position or
our company?

Rugud gongsi ydoqit ni jingchdng chichdi huo chdngqi zhu
wdai, ni néng jieshou ma?

10. o RN 8] ZRAR 2 F 2 R KA BESh, RAkHE2 D7
If the position requires frequent business trips or long-term
expat life, can you accept it?

n
L
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B @3 (The candidate)

W06 er ling yT wl nidn zai Bé&ijing Daxué qudé jingjixué
shuoshi xuéwei, zhuanye fangxiang shi gongshang gudnli,
zai yl jia da giye shixiguo ban nian.

1. K20155 AL TR FRAFZFFMEFL, FLHH
AIBHEE, f—FRELEITFH,
I got my master’s degree in economics in Peking University in
2015. My major was business administration. | have worked as
an intern in a big company for half a year.

v

Ju wo suo zhi, gui gongst zuijin ji nidn shichdng tudzhdn hén
kuai.

2. R a, TS AL JUHF T F6 ARk
As far as I know, your company has shown fast market growth
in recent years.

Gui gongsi zuowéi shijie wubdi gidng qiye zhi yi, wei
yudngong tigongle lianghdo de gudjihua gongzud hudnjing
hé fazhan kongjian.

3. A A ERS005R 2 —, H R TRET RIF
49 B FRAb TAE IR 3 o K R = 18]
As a Global Top 500, your company provides the employees
with a comfortable and international workplace and good
development opportunities.
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Shouxian, wo dui gongzud chongmdn re’ai hé jiging; qgici,
wo you hén gidng de xuéxi néngli, di-san, wd shanyd sikdo
hé zongjié; di-si, wo shanyud tudndui hézuo.

4. Bk, B TAELBRZABE; LR, RAMRZRNY
EfN; K=, RETREREE; Fu, KET
RN
First, I am deeply in love with and passionate about work;
second, I have great learning abilities; third, I am good at
thinking and summarizing; fourth, I am a good team member.

W0 you hdiwai gongzud de béijing, zhé hui géi wé yihou de
gongzuo daildi hén da de bangzhu, woé de lieshi zai ylydn
fangmian, biguo géi wo ji ge yue shijian, wo xiangxin yiding
hui you gdishan.

5. RA MBI TARGF 7, EALFEG M T RILK

WA, RS HEESTE, FLTLHEIUAA G
B, fAE—RAHEE.
I have worked overseas, which will benefit me a lot in my
future work. And my weakness lies in my language skills.
But after a few months’ study, I am sure there will be some
improvement.

W06 dui wdngluo tuigudng féichdng gdn xingqu, zhege
zhiye dui wo Idi shud hén yodu tidozhanxing, yé shi wo xidng
chdngqi congshi de shiye.

6. AR A W 453 1 AE R SAR , XANBR At K R BUAR A P
B, ot R AAKANFF AL,
I am very interested in online marketing. It is a pretty
challenging job which I’d like to choose as a career.
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W0 renwéi wo néng shengren chéinnJTnngdegéngzuo ------
7. RINA B AEAL = o 2270 09 TAE

I believe I am qualified to be a product manager.

W& xidng gingwen yixia: Gui gongsi néng geéi zhiyudn
tigong péixun jthui ma?

8. A — T : T a] iR IR N R DAL D7
I want to know if there is any training opportunity for your
employees.

ord Station

1. 3358 zhdopin to recruit
2. W FE yingpin to apply for a job
3. fa jianh résumé, CV
4. KI4Z  qgilzhixin cover letter
5.Ma745 tutjidnxin recommendation letter
6. %3] shixi to do an internship
7. 3#¥24  zhdopinhui job fair
8. 3BFE M 35 zhdopin wdngzhan recruitment website
9. %1k zhuanye major
10. 7 xuéli degree
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Dopauknov?

TERARHL RAMET 9%, mEESFHRA
HIRIRG, KRBT T R IAFHE . AR, &
LA, PRRRAS ATHRY R, IHLRT
B A AL 0 F Rk

Traditionally, Chinese people are modest and honest.
With this fierce competition in modern job market, however,
besides being modest and polite, job hunters also need to
present their advantages and strong suits both confidently and
to the point, which will make them more popular with the
employers.
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