Shanghai Business School 

Welcome Letter and Program Regulations

学习守则 （非学历生）
Firstly, welcome to Shanghai Business School and start your Chinese learning journey. We firmly believe that your efforts combine with our service will surely make you fulfill and even overpass your goal in learning this interesting language. In order to assure the learning goes smoothly and successfully, we sincerely hope you look at the following points in advance: 首先欢迎您加入上海商学院，开启您的汉语学习之旅，我们相信，您的努力和我们的服务，一定会让您实现甚至超越自己的学习目标。为了保证学习的顺利和成功进行，我们希望您预先了解一下几点：
Exchange contact information with your teacher, and fill in the form which includes your name, e-mail, birthday, phone number and home address in order to contact each other in time when necessary.

和老师交换联系方式，填写表格，表格内容包括，姓名，邮箱，生日信息，电话，住址，以便在必要的时候及时彼此联系。
Keep contact with your teacher and course consultant, and actively solve every problem you met during learning so as to assure the effect of learning.
和您的老师以及课程顾问保持联络，积极解决在学习中遇到的任何问题，保证学习的效果
If you (as private course student) want to cancel or change your class due to some reasons, you should contact your teacher at least 24 hours in advance. If not, we will regard it as your absence of the class. Please sign on your class record for the missing class at next time when you come to class.

如需要取消课程(私课学生)，换课的，需提前24小时向任课老师告知情况，如未在24小时内提前告知教师，则按照旷课处理，下一次来上课时，补签上课记录；

During your study term, your class hours are counted as original plan if there were lateness or early leave due to your personal reasons.

学习期间如因个人原因有迟到或早退，均按照原计划课时计算；
We will carry out the holiday arrangement according to Chinese legal holidays arrangement, and keep the right to adjust the arrangement in order of better study arrangement
我们会按照中国法定假日进行放假安排，并保有为更好安排学习而对假期安排进行调整的权利。
For Group Class Students, the classes that you might not attend during our non-holiday time, due to your personal reasons, will be treated as your absence (it won’t be made up) and please prepare and make more efforts to catch up with the group progress. The school provides private lesson at the lowest price to help.

对学期班课项目学生，在学校非假期期间，由于个人原因不能参加课程的，我们将视为缺席，将不予弥补所缺课程，请想办法补课以跟上班课的进度。
Keep good and timely communication with your teacher and school to avoid & settle any possible problem 
请与您的老师和学校保持良好和及时的沟通，以及时解决可能的问题。
汉语学习建议

Chinese Learning Tips
如何事半功倍

How to yield twice the result with half the effort


1 在每次上课前，对新课预习，每次下课以后，要及时复习，认真完成老师布置的作业；

Before class, preview the lesson; after class, review and finish the homework 
2 上课的时候，如果有不明白的地方一定要问老师；

During the class, if you do not understand, do not hesitate to ask the teacher until you understand

3 课后要多听课文的配套录音，跟着录音读课文和生词；

Listen to the recordings of the texts and read after the recordings the texts and new words as much as possible---Practice makes perfect, right?
4 利用一切可以利用的时间、机会练习汉语，如坐出租车时可以跟司机聊天，买东西时用汉语跟老板讨价还价等

Use any time or chance you can to practice Chinese, for example, talk to the taxi driver when you take a taxi or bargain with the sellers while buying things in Chinese

5 可以参加学校的汉语角及汉语活动及其他课程

Take an active part in our Chinese corners，our Chinese activities, and other classes such as Pronunciation Chinese, Chinese characters class, Conversation Chinese class, to make sure you use your Chinese every minute.  

最后，祝您学习愉快！

At last, wish you a happy, enjoyable and fruitful journey of learning Chinese!
联系方式（学校的联系方式）
Our Contact：
Tel: 67105466  (Tiffany)  18918907656  (Frank) 18930691446 (Jane) 
Office Address: Room 813, Multiple-use building, 123 Fengpu Avenue
