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a"’”’{éﬁgﬁfﬂ,{g’a” Chinese Business Etiquette

F—F: BFEERILN

Chapter One: Business Greetings

Part 1: 3—X L3E(Di yi tian shangban) First day of work

Key Learning Points Preview:

% (ni) and & (nin): pron. you

Speaking Chinese in a business setting is often challenging. Let's see a dialogue
below.

Li Qiang: Nihao, ni shi xin lai de ba? Rugud wo méi ji cuo, ni jiao Jiéke, dui ma?
2O RGF, R B ok B9 IE? QR 3O D B, R M AR, X g
Li Qiang: Hello, aren't you a newcomer here? If I'm not mistaken, you must

be Jack, right?

Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)!
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F—F: BFEERILN

Chapter One: Business Greetings

Jié Ke: Shi de, zhe shi wo di yi tian shangban.
ANy 2 W, X2 R E - R LRI

Jack:  Yes, I am. It's my first day here.

Li Qiang: Nihao, wo shi zhege gongsi de zong jingli, wo jiao Li Qiang!
2R e, R XA AF KB g, ko !
Li Qiang: How do you do! My name is Li Qiang, I am the general manager of this

company.

Jié Ke: Ninhao, Li Zdng, jilyang nin de daming.
ANw: &, FE, AWM &K K4

Jack:  How do you do! Mr. Li, I've heard a great deal about you.

Li Qiang: Bugandang, hén gaoxing jian dao n!
08 ANELA, wRom W R

Li Qiang: I'm much obliged, it's a pleasure to meet you.

Jié Ke:  Jian dao nin wd yé gan dao féichang rongxing.
R BN [ NS A A S| B | o 4 RFo

Jack: I'm honored to meet you, too.
Li Qiang: Nishi Méigud rén, dui ba? Nide hanyu jiang de hén bud cuo!

250 R KE N, X mE? R POE P B R A

Li Qiang: You are American, aren't you? Your Chinese is pretty good!

Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)!
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F—F: BFEERILN

Chapter One: Business Greetings

JieKé: O, xiéxie, nin gudjidng le!
AN B, R, & g
Jack:  Oh, thanks! You flatter me.

Li Qiang: W0 daibidao women gongsi quanti yuangong huanying ni de jiaru.
08 * ARE FAT AF &k AT XA ARE A

Li Qiang: Iwould like to welcome you on behalf of all the staff in this company.

Jie Ke:  Zhén shi wan fén ganxie nin! Chilaizhadao, yihou yao rang nin feixin le,
N HOR T Bl & WERER, DYEEE S NV
ging nin duddud guanzhao!
ICEI e 2 PGS

Jack: Thanks a million. I just got here, so please take care of me in the future.
Li Qiang: Ni tai keqgi le. WO xiwang ni zai zheli gongzuo yukuai!

2R R BT W AR R A KR THE

Li Qiang: Not at all. I hope you will enjoy working here.

Jié Ke:  Xiexie, wo xiangxin wo hui de.

ANwe W, &R MEE K 2 K.

Jack: I appreciate it. I'm sure I will.

Key Learning Points

f& (ni) and & (nin): pron. you

Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)!
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F—F: BFEERILN

Chapter One: Business Greetings

"R (n)" and " & (nin)" are two personal pronouns in Chinese which are
represented by the same word "you" in English. "#& (nin)" is the respectful form of

"f& (ni)" and is often used to refer to those who are older or have a higher rank.
Examples

Z0ng jingli, ninhao, zhe shi nin yao de cailiao.
LA B &8, &4, X & K& ZHK M.

Hello, general manager, this is the material you wanted.

Haode, xiexie.
B: 4rmy, iU
Ok, thank you.

Hai, ni mingtian xiawt you shijian ma? Women qu da langid ba.
2.A: W, PR MR R W g2 JRATT X 9T EEER .

Hi, are you free tomorrow afternoon? Let's play basketball.

Haoa, méiwenti.
B: M, i),

Sure, no problem.

To listen to the recordings of the dialogues, please go to

http://www.echineselearning.com/blog/shangwu-wenhou-business-

greetings-beginner
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B—F: FFHERLLN

Chapter One: Business Greetings

Vocabulary:

m AW (iyang): v. to hear much about somebody
®m X3 (réngxing): adj. be honored

m 0 (féixin):v. to give a lot of care

m YIR’EZF| (chaldizhadao): v. to have just arrived

m KM (guanzhao): v./n.  care/attention/concern

m %< (k&qi):adj. courteous

Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)!

eChineseLearning.com All Rights Reserved. To contact us, please visit: www.eChineselearning.com

6


http://www.echineselearning.com/
http://www.echineselearning.com/free-trial/

eliineseLearnin
Live Teachers from China!

Chinese Business Etiquette

B—F: FFHERLLN

Chapter One: Business Greetings

Part 2: Af-K4 (Jityang da ming) I've heard so much about you.

Key Learning Points Preview:

W% (wénhou): n./v.  greeting/ to send one's regards to

AW (jityang): v.  I've heard so much about you

Greetings are the first part of a conversation between people during business

exchanges. We greet people differently depending upon the circumstances.

To greet people we are meeting for the first time, the most standard expressions are:

"W}4F (nihdo) hello," "l IR (hén gaoxing rénshi nin) glad to meet you," " i,
BN

B ZRE (jian dao nin féichang réngxing) it's a great honor to meet you." Both

"f& (ni)" and "#& (nin)" mean "you" in English, but they are different in Chinese. "%

(nin)" shows full respect to others, and is generally used to address elders or your
boss, while "fi& (ni)" is often used to address peers.

Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)!
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B—F: FFHERLLN

Chapter One: Business Greetings

To greet an acquaintance, one should choose words that are casual and informal.
For example, "# A AL T (hdo jiti bd jian le) long time no see," "X WLIH T (you
jianmian le) see you again," " & i AN (ni gisé blUcud) you have a good

complexion."

To greet a prestigious person, the standard ways of addressing them are " A {J

(jityang) I've heard so much about you," or "% (xinghui) I'm fortunate to meet

you.

Key Learning Points

H{% (wénhou): n./v. greeting/ to send one's regards to

The character "[7] (wén)" means to ask and "{& (hou)" means to wait, but here "{&

(hou)" means to greet.

Shangwu wenhou hén zhongyao, yong de bu giadang kénéng hui yingi wuhui.

i 55 xR EZ, O WA % We & gl Re.
Business greetings are quite critical because if they are used in an inappropriate way,
they can create misunderstanding or embarrassment between people.

AW (jitiyang): v. I've heard so much about you

The character "/A (jit))" refers to a “long duration of time” and "fJl (yang)" refers to

“look up to".

Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)!
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B—F: FFHERLLN

Chapter One: Business Greetings

Example

Jilyang daming, jintian zhongyu jian dao nin le.
A Adm K&, SR &% W o2& 7.

I've heard so much about you. Finally, I get to see you today.

WO yé hén gaoxing jian dao nin.
B: & MR mXx W # &

Nice to meet you, too.

To listen to the recordings of the examples, please go to

http://www.echineselearning.com/blog/business-greeting-etiquette-intermediate

Vocabulary:

m A (sharén):n. people whom you know very well

Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)!
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BE: AHENELN

Chapter Two: Business Card Exchanges and Introduction

Key Learning Points Preview:
M4l (jieshao): v./n.  to introduce/introduction

£ (nianling):n.  age

% K (mingpian): n.  business card

In China, the first "/148 (jieshao) introduction" is crucial in business relationships. It

is a stepping stone for successful business cooperation.

There are two main principles about the "Jli/ (shunxu) order” you must follow. One
is related to gender. That is, in China, we usually introduce the men to the ladies
before introducing the ladies to the men in order to show "Ei#{ (znjing) respect”
towards the ladies. The other principle is related to " # (nianling) age" and
seniority. We usually introduce the lower positioned people to the higher positioned

first, in order to show respect towards the latter.

Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)!
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BE: AHENELN

Chapter Two: Business Card Exchanges and Introduction

When exchanging your "4 /i (mingpian) business card," you should pass your
business card with both hands toward the receiving side. You should also take the

other's business card with both hands.
Key Learning Points

/4R (jieshao): v./n.  to introduce/introduction

1 (jie)" literally means between, and "4 (shao)" literally means to connect. But in

the word "4 (jieshao)," the two characters both mean to introduce.

Example

Qing yunxu wo xiang nin jieshao women de dongshizhang — Chén xiansheng.
Ar g ReF ko & o4 &I W O EER — B B4

Please allow me to introduce our chairman to you-Mr. Chen.

Ninhao, Chén xiansheng, hén réngxing jiandao nin!
B: f&4f, M e, IR = B &
Hello, Mr. Chen, it's an honor to meet you.

fF#e (nianling): n.  age
"4 (nidn)" literally means year and " # (ling)" means age. There are some
well-known quotations from The Analects of Confucius regarding " # (nianling)

age.

"= 1ML (sanshi érli)" means "At thirty, a man should have planted his feet firmly

upon the ground."

Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)!
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Chapter Two: Business Card Exchanges and Introduction

"PU -+ A (sishi bu huo)" means "At forty, a man should no longer suffer from

perplexities,” etc.

Example

Nin de nianling bi wo da.
& R 3R OK

You are older than L.

4K (mingpian): n.  business card

"% (ming)" literally means name and "/ (pian)" represents the meaning of "k &

(kapian) card."
Example

Mingpian shang yin zhe wo de qiye dizhi hé dianhua haoma.
e BB E R B Ak Hihk F RIS

My business address and phone number are printed on the business card.

To listen to the recordings of the examples, please go to

http://www.echineselearning.com/blog/business-etiquette-business-card-

exchanges-and-introduction-beginner

Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)!
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