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Top 100 Common Business Chinese Phrases &

Expressions

@ Last updated: September 10,2017 & BENJAMIN GIBBS (O Learn Chinese

Foreign people who want to do business in China or with Chinese people often are

baffled by the social and business behaviors that they encounter. These business

encounters include formal email expressions, expectations, promises and asking for

discounts. The following 100 business Chinese phrases /sentences /vocabulary can help

you communicate in mandarin to navigate any Chinese business environment. Learning to

use Chinese Mandarin to communicate in business is the essential tool needed to be

successful in China.
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Email Expressions

English Chinese

| am writing to confirm

WEELEMIN

Pinyin Audio

wo xié xin shiyao qué rén U
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/enquire/inform you...

| am writing to follow up on our

earlier decision on the

marketing campaign in Q2.

With reference to our
telephone conversation

today...

In my previous e-mail on

October5...

As | mentioned earlier about...

As indicated in my previous e-

mail...

As we discussed on the

phone...

From our decision at the

previous meeting...

As you requested/per your
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/xin weén /tong zhini ...
wo xié xin lai zhui zong wo
men zh1 gian dui ya di erji
du ying xiao hué dong de
jué ding.

guan ya wo men jin tian zai

dian hua zhong de tan hua

xian gidn zai shi yué wu ri
suod xié de xin ...

ra wo xian gian suo ti ji
guanya...

ra wo zai xian gian de xin
zhong sud ticha...

rd wo men shang ci zai dian
hua zhong de tao lun ...

ra wo men zai shang ci hui

yi zhong de jué ding ...

an zhao nide yao qid ...



requirement...

In reply to your e-mail dated

April 1, we decided...

This is in response to your e-

mail today.

As mentioned before, we deem

this product has strong unique

selling points in China.

As a follow-up to our phone
conversation yesterday, |

wanted to get back to you

about the pending issues of our

agreement.

| received your voice message

regarding the subject. I'm

wondering if you can elaborate

i.e. provide more details.

[l &R AEA H 1 H
HHIE, FATR

i~

E...

X AR IR A R
REMEE,
wACHT TR, AT
INRIXAN = b AR
E A A /1 Hoph—
T AN

B ERIRA IR RAE
WA TR, HAEE
HAIRBATEAR)—
AT A R ) U0

HILEMR T XA
TR E . R

PRIE S AR

hui da ni zai si yué yiri xié

de xin, wo menjuéding...

zhe shi zhén dui nijin tian
zdo shang lai xin de hui fu .
rd xian gidn suo shu, wo
men ren wéi zhé ge chan
pin zai zhong guo you giadng
you li gié dd yi wu ér de xiao
shou dian.

zhuizong wo men zu6 tian
zai dian hua zhong suo tan

, WO xiang da fu niwd men
hé yue de yi xie dai jié jué
devyiti.

wo shou dao ni guan yu zhé
gé zhu tide liGydn . wo
xiang ni shi fou ké yi zai

xidng jin shuo ming , yéjiu



Please be advised/informed

that...

We would like to inform you

that...

| am convinced that...
We agree with you on...
With effect from 4 May.,

2015...

We will have a meeting

scheduled as noted below...

Be assured that individual

statistics are not disclosed and

this is for internal use only.

| am delighted to tell you
that...
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shi zai ti gong duo yi dian xi

jie.

ging béi gao zht ...

wo men xidng yao tong zhi

v

nl...

wo que xin ...

wo men téng yi ni zai ...

céng éer ling yrwu nidn wa

yue si ri kai shi shéng xiao

wo men jiang ju xing yi ge

huiyi, shijian bido ra xia

ging que bdo gé rén xin x1
ba hui wai xie qié zhi gong
nei bu shiyong.

wo hén gao xing de gao su

v

ni...



We are pleased to learn that...

We wish to notify you that...

Congratulation on your...

| am fine with the proposal.

| am pleased to inform you that
you have been accepted to join
the workshop scheduled for 22-
24 May,2015.

We are sorry to inform you

that...

I'm afraid | have some bad

news.

There are a number of issues

with our new system.

Due to circumstances beyond
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wo men hén gao xing dé zht

wo men x1 wang tong zht ni

gong xi nin...

. woO dui zhe fen ti an méiyi

jian.

wo hén gao xing de gao su
ni, Nniyijing béiténgyican
jia er ling y1 wu nidn wi yue
ér shi er zhi ér shisiri de
yan tdo hui.

wo men hén bao gian de
tong zhini ...

wo kdng pa yao dai lai yi xie
huai xiao x1.

wo men de xin xi tdng you
xié wen ti.

you yu ging kuang chao chi



our control...

I don’t Feel too optimistic

about...

It would be difficult for us to

accept...

Unfortunately | have to say
that, since receiving your
enquiries on the subject, our

view has not changed.

We would be grateful if you

could...

| could appreciate it if you

could...

Would you please send us...?

We need your help.

We seek your assistance to
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wo men sud néng kong zhi

guan yd..., wo jué de bu tai
é guan

wo men hén nan jié shou ...
bu hdo yisi, shoudao ni
guan yu zhé ge hua tide
xanwen , wo men de kan
fa méiyou gai bian.

wo men hui hén ganjira
gud nikévyi...

wo hui hén ganjinird gud
ké yi ...

ké fou ging ni ji géi wo men

et

woO men xd yao ni de bang

zhu.

wo men qing qild ni de bang



cascade/reply this message to

your staff.

In order to extend our export
business to your country, we
wish to enter direct business

relations with you.

Our hope is to establish
mutually beneficial trading

relations between us.

We look Forward to a further
extension of pleasant business

relations.

It’s our hope to continue with
considerable business dealing

with you.

We look forward to receiving

your quotation very soon.
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zhu, xiyaojiang cixin xi
chuan da géi ni men de

yuan gong.

wei le néng zai gui guoé tuo
kuan wo fang de chi kou ye
wu , wo men X1 wang néng
yU ni men zhi jie jian li ye wu
guan xi .

wo men xi wang shuang
fang néngjian li hu hui de
mMao yi guan xi .

XI wang wo men zhi jian you
hao de ye wu guan xi dé
daojin yibu de fa zhan.

wo fang xi wang néng gou ji
XU téng gui fang bao chi da
liang de yé wu wang lai .

wo fang qi dai zhe jin kuai

shou dao gui fang de bao jia



| hope you'll see from the
reduction that we are really

doing our utmost.

We hope to discuss business
with you at your earliest

convenience.

We wish to express our desire

to trade with you.

We look forward to your early
and trust that through our
mutual cooperation we shall be
able to conclude this
transaction with you in the near

future.

| hope we can do business
together, and look forward to

hearing from you soon.

| hope that we can cooperate
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XI wang gui fang néng céng
zhe yijiang jia zhong kan
chd wo fang zhén de zaijin
zuidadenali.

woO men XI wang jin zao yu

ni fang qia tan ye wu .

wo fang xi wang néng yu
gui fang da chéng mao yi hé

Zuo.

wo men pan wang zdo ridé
daonifangdedafu, bing
Xiang xin tdong guo xiang hu
hé zud , wo men bujiu ji ké

da chéng zhe bijiaovyi.

Xi wang woé men you hé zud
jThui, bingjing hou nin de
jilayin.

XI wang wo men hé zuo yu
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happily.
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kuai .

| hope that we can continue our A EIRATAE4ELES XTI wang wd men néng ji xu

cooperation.

We sincerely hope that this

transaction will turn out to the

satisfaction of both parties.

We hope that this market trend

will continue.

Promise Expressions

English

We assure you that such
things will not happen
again in our future

deliveries.

We'd like to avail ourselves

of this opportunity to

fE.

hé zuo .

BRANTE A X wd men zhén xin de xT wang

Ji#iHE

AL Gy ReffiFeA I zheé cijido yi néng shi wo

men shuang fang dou man

yi.

L EXFT  wd Fang xTwang zhé zhdng

ARk L e R shichang q shinéng ji xu

%o

Chinese
BAMRIE, 5 E38
AN HH A
HIE L -

PAVEAE L2
SOTORIE, 51774

fa zhan xia qu .

Pinyin Audio
wo men bado zheng, jin hou
jiao huo bu hui zai chi xian léi si

de qing kuang.

woO men yuan jié ci ji hui xiang

gui fang bao zhéng, guifang



assure you of our prompt
and careful attention in

handling your future

orders.

Our products are always as
good as the samples we
send, | can promise there

will be no debasement of

quality.

| guarantee that there is no
difference in quality
between the products we'll
send you next month and

what samples you saw just

now.

| can promise you that the

products we send you will

be of A-1 quality.

Our products are surely of

standard quality.
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jin hou de ding dan wo men yi
ding hui xun su ren zhén de chu

i.

wo men de chan pin yiding hé
song geéi ni men de yang pinyi
yang hdo, wo bao zheng zhi

liang jué dui ba hui jiang dr.

wo bdo zheng wo fang xia ge
yué jiang fa song de chan pin
hé ni men gang cdi suo jian dao
de yang pin zai zhi liang shang

ba hui you yi si yi hdo de cha bié

wo xiang ni men bao zheng wo
men hui géi ni men song qu de
huo wu y1 ding shi yi lid de zhi
liang.

wo men de chan pin yi ding fa

hé zhi liang bido zhun .



| give you my word that the
payment will be made not

later that the end of June.

| promise | will check into
these problems, and find

out if they were our fault.

We can make sure that
these goods will avoid

being damaged during the

transit.

We will provide a fresh

guarantee for the

protection of the

equipment repaired.
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Expectation Expressions

English

Chinese

wo bdo zheng huo kuan bu hui

chiya liu yue dizhi fu.

wo bdo zheéng yi1ding hui cha
qing chu zhé xié wen ti, kan
kan shi bt shi woé men de cuo .
wo fang bao zheng zhe xié huo
wu zai yun shi guo chéng

zhong b hui bei péng huai .

duiya xit i hou de she bei, wod

men jiang ti gong xin de bao

zheng.

Pinyin

It is hoped that you would seriously A 2E/RHEINE X1 wang ni fang néng rén

take this matter into consideration 5EiX{}3, Jf zhénkao lU zhe jian shi,

and let us have your reply soon. JRARZEZ AT,

Audio



We hope that you will dealwith our

request earnestly.

We hope to receive your

immediate answer.

We are looking forward to having

your early reply to this matter.

We hope that this dispute can be
settled through friendly
negotiation without its being

submitted for arbitration.

We look forward to your

settlement at an early date.

Your early settlement of this case

will be appreciated.

We hope that you can settle the
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bing jin kuai da fu wd men

XI wang gui fang néng rén
zhén de chu [i wé men de
ging qiu.

XI wang dé dao gui fang
de xunsudafu.

XI wang gui fang dui zhe
jian shinéngjin zao da fu.
wo fang xi wang ké yi
tong guo you hao tan pan
jiayijié jué, érbuyao
zhong céi .

wo fang qi dai zhe gui
fang zao ri jié jué zhe yi
wen ti.

rd néng zao rijié jué zhe yi
wen ti, wo fang jiang ba
sheng ganji.

X1 wang gui fang néng jin



claim as quickly as possible.

We hope that there will be no

repetition of this kind of trouble in

the future.

We expect that you will offer us a

lower price as soon as possible.

We hope that the matter can be

brought to a satisfactory solution.

| do hope this undesirable incident

will not stand in the way of our

future business.

We hope this matter will not affect

our good relations in our future

dealings.

| wish that this business will bring

benefit to both of us.
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kuai jié jué sud péishivyi.
Xi wang léi si de ma fan

jiang 4i bu zai fa shéng .

qi1 dai gui fang néng jin
kuai bao y1 gé geng dide
jiagé.

X1 wang ci shi you yi ge
yuan man de jié jué.

wo X1 wang zhe jian bu yu
kuai de shi gqing bu hui
ying xidang wo men jin hou
de maovyi.

wo X1 wang ci shi bu hui
ying xiang wo men jiang
ldi yé wu zhong de lidng
hdo guan xi .

XI wang zhé bi shéng yi géi
wo men shuang fang dou

dai ldi hao chu .



We hope this incident will not bring

any harm to our pleasant relations.

BANIFEEFEA wo men xi wang ci shi ba
S RATH B EF  hui géi wo men de lidng

K &AM R hdo guan xi dai lai rén hé

*o

Asking for Discount Expressions

English
L 4 May | ask if you allow any
f discount?

G+ Isn’t it possible to give us

a little more discount?

If you are prepared to
=

give me some allowance,

i"ll consider placing an

order for XXX.

Should you be prepared
to reduce your price, we

might come to terns.

If I show you an offer

Chinese

15 AR A G YT
F1?

MEE LA 1] R
ZF] L0 1 g?
WRARN VR =

g, FRATAEE
TTTIXXX .

IR 55 e Y
Hih, FATH PR

RERAZ o

N

RIS YRR —

sun hai.

Pinyin

ging wen ni men géi bu géi zhé
kou ?

nan dao jiu méi you ké néng zai
duo da yi xié zhé kou le ma?

rd guo ni men yuan yijian jia de
hua , wo ké yikao U ding gou

XXX.

rd gud gui fang zhun béi jiang jia
de hua, wo men yé xu jiu néng
chéngjiao.

ri guo wo gao su ni y1 gé bi ni

Audio



lower than yours, would
you be able to conclude

transaction at that price?

If the order is substantial
one, how much will you

come down?

May we suggest that you
make some allowance on

your quoted prices?

If we place an order for
XXX up, can you give us a

special discount?

If our order is more than
XXX, will you give us an
additional 5%

commission?

We hope you will allow
us come discount on our

purchase of XXX?

EEARN IR A 4%
PRI AR A%

A2

AT T H AR
Ko ARATAT ARG
207

R RO
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W FRTTIT TIXXX
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B TAT—MFTR
Fr4n?
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men di de jiagé, niyuanyiyi

na ge jia gé chéngjiaoma?

ra guod ding gou shu liang xiang
dang da, nimen ké yijiangjia

duo shao?

wo fang néng jian yi gui fang de

baojiajiang diyidian ma?

rd gudé wo fang ding gou XXX yi
shang de hua , guifangnéng
fou géi wd men yi ge té shd zhé

kou?

ra guo wo fang ding gou XXX yi
shang de hua, guifang néng
fou é wai géi wo men bai fen zhi

wu deyongjin?
wo fang gou mai XXX de hua,
XI wang gui fang néng géi wo

fang yi xié zhé kou .



We'd like to ask for a

reduction in price

because of the big size of

our order.

Since the present market
is so weak, you'll have to
lower your price if you

want us to increase sales.

We hope to get your best

offer.

We invite quotation of

the lowest price.

May we suggest that you
could perhaps make

some allowance on your

quoted prices?
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jian yi wo fang de ding huo
liang hénda, xiwang néng

jiangjia.

you ya mu qidn de shi chang bu
na me jing qi , rdgud guifang
XU yao wo fang zéng jia xiao
shou liang de hua , jitu bixa
jiangjia.

X1 wang gui fang néng bao zui di
jia.

wo men kén ging bao chi zui di
jia.

woO men néng jian yi gui fang dui
su0 bao jia gé da xie zhé kou ma

?
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