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The only lifelong, reliable motivations are those that come from
within, and one of the strongest of those is the joy and pride that
grow from knowing that you've just done something as well as
you can do it.
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Foreword

ST

Have you ever hoped that you could give your business English

writing skills a substantial upgrade, just like the upgrades you gave to
your laptop, iPod and wardrobe? Or that you could dazzle your friends at
the upcoming company party with your knowledge about the business
etiquette and corporate culture in a whole bunch of countries across the
world?

Hans Lu's comprehensive guide to business English writing features
the whole spectrum of techniques that you will need to nip and tuck your
business correspondence and documents. More importantly, he has
integrated a distinctive cultural dimension into this guide, which is
genuinely unique for this book genre and thus helps the guide fill a void
in book publishing in China.

A common fallacy about business writing is that to be valid and
compelling, it must follow universally-standardized templates and must
be filled with overblown, awe-inspiring words. Having tapped into his
expertise in the English lexicon, grammatical structures, connectives and
idiomatic expressions, and thanks to the apparent fact that he is by
nature a sociable and cheery person, Hans Lu convincingly
demonstrates to us how to breathe life, individuality and cultural
awareness into business letters and documents, in manners that are
highly specific to their purposes and degrees of formality. What is even
more amazing is he achieves all these in an entirely jargon-free fashion.

I find this book informative, entertaining and exciting. As his one-
time colleague at Global IELTS School and his long-time friend, | give
Hans Lu’'s new publication unreserved recommendation.

Pat Shen
Boston, MA
January 2010
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B S Preface

VL&, EZRHFELBRTHREAK, BRT —HlkhF s, 0y
Z, FANHLGR, £5HEFEXBHREMS T E, ALHiE
REBREHMRREKE, RESTRES, ERXMWE LS YW R,
RUTFHERUFAH RN ECL AN HFEEHLETH— PR S
KB,

RRUFERHAFNHEK, FOERNFLANRRIATIFEIRGH —
AW, LANESEESEBURTHETZR, MW ELZEF AL
KERLRH. EEITREUENENATSIHELRZE, Rt TofaA
BRABBEHKEECHIRTREF O A Ethe, TRRFHT AHW
AW, NBEL, A—FH—RTRURE . RAWK T b EREKILT R A
FHEHAHHEE, EAHLTHEE.

Xz
AFBETHL20 ML XK, RFPQE £ X ESHAHEA R

GRAH XK, REXEFRTHSTEFTIRFOEANATE, ) AEk#
RE|ET N BRALESERRE.

{2 %51) A Bb

HTFE/RXEKALRE, AN “ALEAHE". “BOHAREKIE", “iE
EERT. EERB” SWNALTTEMNIHN, BoRFR RN EEL
XA RSB ERT,

R

FIXEBIAHEA T XE, EiLiEFERFHERRE XA MR
B, XEAHPEXAMBEEARZ A LWRRE, AHUABBRAY TR
BRTRENEFRAXELR BN, ANERALHEA ER, FER
FHEH R, ¥FELERR T

Y

EXRIL, ARREENERT, AN HRY & E L4
RESHCHRTAERLCHE K, £EZFNF LK
AP RARENERNE, AHEETHLFENES
L4 miR




EiREHR

AR Y B By XK, #n “Reference Letter (##15)”, “Offer Letter (% /f 4 4)”
“Memorandum (% &%K)” %, ARG TEBE “AEK”, EHF 2 TUREIALFH
RAF “KEAR” PO FRGRTHRE, WTEREHRE N ER— AT o4 ALTH i
BHEEES,

EXTETE S

T HBT RMARFREENR, RAMREARH EATEFR, £F4 T
EFYRMERREZFT RBTT AN, RENEMENHRRRAEH, XFEHH A
MBI R, AEAEETRY RN EFHRES B O WER, REHTHERTY
To BERXAARE T AH AEN LAY,

b kgl

SHUMBHER, WREFRTT —AFRWEH KT, BEABEEMN, §T. 4
MW KUK, HET LHLRNEERSREARR, EFFWAEHL, REANMA
WA, ABFBANHIN BT HEBENA IR EFESFAN, FERELARNERF
METHRHR-—BABENRETESE,

AHRTEN ARAN—ATSEEW TR RHBTEN, XTHEH—KEFREY
WEWBEE, REUNEAFEI /AT

¥—% 4 ~6 /it
L = 16 ~20 /)Et
¥=% 12 ~15 /it
%W 10 ~12 /p it
FHE 8 ~10 /Bt
FAE 10 ~12 /it

WRAXKERAEGHWE LM PHEHBAREIARS, FWZUTEFIREL LK, RF
FAA, B60 AN E, RBRTURN—£INAAENESEESEH, o — %
RATRAHIPHNE, BHRNZE L2 BEC FREZEFHH AT,

BTRREIUS, FETURBMARRAAELR, ARBHAENEY £ B3R,
UNAZIFERYNER, YRE-—FRLBWMEERN,

HE, MEASHEARAGCERTARETEE, XRETHRETHS XA M %,
ARNEHERENRELSRUANTF, ¥EHXRAWAE, REBFNENR 44, MK 24
B, RAGF—RLUREFXTHEHRR

AHWABFGHRTLAAT IR BRNEI %k, EE—FXTHSEHEH LAY
WA, RERTRAXFAREXAFFI WAL, L — 4 AKK G F—— “right and
interest (#X45)” KAnAHE, A RARBZ LG, HREX MW HHF A EXE P F3)

- VI -



74w “rights and entitlement (FANE ¥R RAH]) " WAL, Mo Rk —FL20H EXEHh#
HEMAZHE; Fet, REBCHE T WRBALUNERZEE, o TU BT L%
XEEBERA T,

ik, KR—REXESHRENFIRALLHWE N, F — &8 FE—— “Success
requires confidence and strategy (& 2y & EfF O MK ) !” RGBERHF R, KRR EEL —
BEEEA

S 35

EAFWAI LR Y, KEHE., By, 2. Y28, X7, FLL FER. b X
I, M@ RRE. LXE, HF. K, AR, KE, HER. ITH% RE YE
EOBR, AFLL, KRB B, FE, IREASETHLAHNKES RS Th, £
ERE AR TRAEEHHE!

Bt R A A RN R, T AP NAEREEE T HNAN, HFAERBHE
FFRF%. Wik, Pat!

REERMEZERHE, MLl 5 ERIET AH U ERTBNE R #,

i A
2010 4 7T, A
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1. HTARBHERIEBESIEN “SW” EM? %«D

IR/ NRREER EEHH S IERXPEX R ER
BffEl, e, APFBEH, KAUE, EAGREERHLEE
XENRK, BAXEH T I528MEIHED
SW' RN, RIEFER, 5 W FERIREE “W” FRL
M5 NEKAEEEE, Bl “who”, “what”, “where”,
“when” Flwhy (83 how)”, izt * ﬁ ‘“Frag”,
CEWT, “framrE” A4 (W), BNBRE—
RESXENRECSHNRBETE,

TEBRMNHARE TERIRE (job application letter/
cover letter) ABFIFFLINIR—T “SW” RUZEBSEHRHE
&R o

KRENER: ERBARAEIENIRISE (job vacancy)
X FIZERAAYERRIR (its information source) , B “what ( BEHIRH ARG " BRI,

KRENEEE: ERENBRECHER, TEBEIHZF (work experiences) .
THERBE (work achievements). TR &t (job skills) R E Y= (educational back-
ground) FXE. RETRESHBRUMNRFANBREXAIEMS, X—FHE KBRS
‘who" (fREHE) F1 “why” (RAHAEEIZIRG) BN, SEEE TRBR D8RR HEE
R TELHF AR

KRGNERR: RBEFEBIERNS, BTHELAAR, BINEREEABESHER
MR Fo ERAYE EFI# 208 B BUR THE AYMAIZHE, AT “when” F0 “where” 7Eix &
RIBH; EMRRORELRAR, RETNEN—NEEOE RN SHEE, X
B T BBHA “when” 5 “where” HiTTE.

B, MRAEBEH “SW" RUKESRIAE, HiEE— o0 RNB L SERT
FURBENBT—MRIFMEIR, BRARRSEXRSHRRESPBFHY, FRITRMY
ERE ©

6 ”» I g
2. HARBEEESIEN “IC" A2 )
TC" ERNRET LIRS R EESERERNT7 N ASA, BD completeness” ,
‘conciseness ", “ concreteness”, “correctness”, “clarity”, “ consideration” [} X

‘courtesy”, X7 MNEEEIA “C” Fk, FIAEFR “7C",
BEANESHEIRPHBRAERECHXEAD "7C” 478, BENENES, Rt

T 7CT MEROEHENTE LRIARRRAA T B SSERAN B M F—EFH )

BEXEMS, X7 "C" —MERED, BTR, iBRMN—BRER— TGN 3@)
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Completeness 5c %

EFSFSRENSELRT, RHRABTTEE, BSRIESENRAENETEE, fH
BREATRRNAHAREMEFE B S THNRRE R, B, TieRER. B, 56
REWFHRE, BRNABTERTRRE—VEXES, HEE. BENFRHUNFAE R
A, BRI R PIMERSITHRENRE, ERBIIUERNEHR. 2N, KB, 2
. REH. ARPRBRERES, NREEAZ—NITERITE, iTEHHBEES LA
HIFRLER,

RISCATERES “SW” RSB AR BRARK X ERBIENFIE,

Conciseness 7& &

BEEPRGNBERR, BEALO—REBRITE, REAZ LN ERELS TLEH
Xth, AMESHESD, LRREBSEANSHESR, RNERTHLEAS S BB - 4
HE R, AOHDENENE, RENAXEDLETHES— “Breviy is the soul
of wit. (EHBMHE)" HHIBEX R,

Concreteness -2

BENHRBEERAK, B, sSIRREABERNEL. BBRER. ENNER, 4
WEEFRR S T HREFEZAT, XAREAHRERREOKTRIEAE RONE. 37
MERRFHEERLET, AFSEMET, INELHNETZRRINNVAR, ENREERE
X B ERBMLNE.

BRMIFARER—T:

% ik
A substantial increase a 38 per cent increase
In the near future by this coming Thursday

Correctness iE %

BEXHRERANBENEL -EEHEERLIR,. XBPERESEEE— 2 REHR

B, RABERNDRMELT. DZUNEOAFFEHRTI - B HLiE, — Y
\;EXHSE@EFE\?E "ERIEARBEEES0HE" BERT “ERIEFRE0 N, HRESRE
@ RIEE T R¥ENFE, BTAFZRZHAXT—BRFER, XBRENEIE, BEFEREN

N
.
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WA TRBERNEEN, ARE2EE, BUTEH!

Clarity s =

BEXHHNEN KRB . ER. fE—K. BBEAR. UT= 52T A HH
Rz 2438 5 Y o) B .

i) Ambiguity & %

ATHERARSHH— L6

Mr. Smith called our representative Dave saying that he made a mistake on the
contract.

(Smith S£4£F BRIARE Dave, HMESEHIET — N EEi2)

ELEMIES "he” FRigiE, RNTEBE, KETLELE M. Smith, th TR Dave,
A5 EER LN, ERSERT “he”, “she” . “it” “they” B o] X1 £ 1)
EEE, BTDIERIE, XSG EMNIEERIEMEEERH X M IFERER G
4, FABNEFSSEFEREWEHRT,

ii) Omission &iF

Bl

I 'am writing in response to your letter inquiring about the prices of our products.

(BRKEE IR @)X TF RN =R RE)

EXRAPRBRENFTOEERB—RZKH, XAFIFHAUREIE . FiIARA
B AL R FEHE XA BER . XAIETIAEA

| 'am writing in response to your letter of/dated January 15th...

iii) Irrevancy A~fg3k

TMAXSRBERR, EARTBE T L TLENET, XEMTSIHHTTLEE
AIRER, TEEMNXIFAMREIRBER, FIARNE “Be focused. Don't ramble. *

Consideration ™ i%x

BMANTMAE (you-attitude) %k, BN AHBE. NBHNBRE, HECER
(we-attitude) FFIETRRS, EEZENHFNBEMTESE, RGN, RNAERLER
HCMBR; WRAENL, FEEARRNABEMNARRNTHEESHE,

Bt :

| ' would like to apply for the position of Marketing Manager you advertised on your .':FD



A Globetrotter's View on Business Correspondence in English

website.
(BBRIBFERQSEME EAHNTHREMNIRN)
MAME K :
My five years’ marketing experience at a MNC ( multinational company) will prove to
be valuable to the position of Marketing Manager you advertised on your website.
(REBEAS 5 FNHHEHLRN TEEN RSN HZENIRAERRENMEN)
B
Could you kindly fill in the questionnaire as soon as possible?
(BREBRRMESXNAER?)
MAME R :
Your prompt return of the questionnaire will help us to better serve your needs.

(BXAIFE RN KA BB RNE T HERS)

Courtesy 3 3%

AEHFEES, BIREROILR. B, XASEI T —FHESIL M. UTHXEE
BRBMNRIZAERZEIFIE B

* Thank you for your prompt reply. (& @EHIEEE )

* We look forward to your favourable reply. ({1 &EEMNES)

* | would like to inform you that/of... (FREZ@BEHE - )

» Attached please find... (Bt £ BEEU)

o, AHFERASES, NRNENHTNUR, B—EEEEHRLREPEYHN
B K, “Dear Mr./Ms. xxx:" —FZELL “Dear Sir or Madam: " 3 “To whom it may
concern: " E&ILWEARERUIFHEN . ATXEMHR “SW" RNUERE B A KREME
—fl, HRMNAEEEIHENHNER, —TEERARE STEESHKEANGESE, MEE
®E, RSB EBHNRLERXNEF.

, LR, E\—RANE, XFENBEENANGERASRE —MILRNESE, bREABRER
ERMIRIE, AN ABTHNERZZELYELHNEEDEEFES!

3. BSEER N ABEAR AL L ARIGAR? )

RSGIEEAHFINBERBESHAER S AR, MR YD, X—XXHBEN

AT % T HRFIFIX SRR EN TR E, B985 Y D% B TR

| ERTMEERNNYS, HEBA—L, REBIFAF I IESHRBEBIENNERE
(:j‘iﬂﬁ~4ﬁ@\ﬁ%ﬁﬁ5,%%—WW%H@AM%%%Xﬁﬂo
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w WEE SGRZHE R T AR AR X EHF B

alter and change B, B
“amendments to and Alterations of | Xt (&F. XHZM) iTRER
‘by and Between | Bpewmsn s =) | rooeem
“complaints and claims | wRRER 0
“customs fees and duties | mxmmmEm
“duties and responsibilties | mEfMEE
“final and binding | uBmERBLRAL
“final and conclusive | sEMBEREY 0
“force and effect | =
il or perform ms. 0 . ewea
“fumish and provide e
“losses and/or damages | E&R/sEm
ndlandvod L, =TT
“power and authority w8
Cright and interest L Bldkonea o o) | G woled v
“sole and exclusive  m—B#es
“terms and condions s¥sEe

...........................................................................................................................................................

N EFIHAXLEHFRABRFFSEREEFELEETRNBEIR, XETEBC
NEELERTEREXH, EABARENEME S ENEFH, BXNGFHELTR
REREINES, HEIE—R=, B—ETNEENERNEBXHEERD,
ERAAN— AR, SFREPRNRBXAFEXFHINHAAERFALAR
(Redundancy) , tbanf{l “end result”, “final completion”, “close proximity” IX#E£f
TARARAMEZEERR “result”, “completion” #1 “proximity”

4. HARBEEERINEHR? )

EBSREBEDR, ATHRREERACENE, BRGA 7T RENEFER, K
NMEFEREXA—LAELTBEQBENEEETES—IAHEE, BAEINSREAEXNER
| here, there, where it after, by, in, of, to, under, with Z&—"s0 /LM a8 FTIB
“AERARNE", WTRAATR:
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/ | here

/ there where
s EMB2IE ’
E (following this) ( =after that)
* it FEit, M EEAN by
( by this means) ( =by that means)
’ (in this place or thing) ( =in that place or thing) MERT
HEEY 7 B
| inabove
(before in this document) N
S S E (BAXH) TX = .
( afterwards in this document) ( afterwards in that document) i
EEX . . N
| inbefore
( =hereinabove) o ‘
ERX (#) & o o
(of this) ( =of that/of it) B
Fit ERE B to
(to this) ( =to that/to it)
ETE, TT EHT TEHET under
(under or below this) (under or beneath that)
Filt—iE Filk, o5z BE, UH with
(along with this) ( with that/with it)

HEULNFIRD, BMNRIBBALIFIIELIRAEH#TES, T UEE— A IEE
HEE. EMMNEXEREEBETREM, . hereof & of this, hereto 3t &£ to this, 1748
FIRARE, RRSXIREXHENER,

b5, N RRIBIEEMTHE T AR here F1 there PR AIBIERIMMER, RIS BE D
BHMEIRN, HXE, EFIENFRIEXNER,

BEREGASGENRAEE, BEEMNNEME, EREMEETRESCNFAEEANS

@8 S URCNAENGTHEY, ZEEEESHEFEHEREN. —RTE, WREREBE

| EhSEHTMAAKEE!

R AL B MO RG 1E

—RBSXEFEA 122 MXHENEE, RRBRELELAERENT O, MEAKRNX

9

BWEHEFHIMRRE T HABSFTL—MER M EEN AR AT, BT XM ERE

L BE, ABNERERCIEERAEFTLAREE TZMER. EE S ENF S S ET
| . RUMEARRETIAEECHRASHER, MYECHEURR, BRbBAKSE TR

EHIEEMNICEICZ
N
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ZEE (i) EEER Lbg - 3%
@ at 7o
a/c account T P
attn for the attention of B
approx. approximately R4
AOB any other business HAhEE
B/E bill of exchange =
B/L bill of lading R
cc copy to ¥k
CFR cost and freight A +i5 %
CIF cost, insurance and freight A +RE +158 (BEN)
cIp carriage and insurance paid to B, REBRMNZE B R
cod cash on delivery BRI, REMTR
C/N credit note @B bRt
c/o care of k=5
co certificate of orgin — AR =
Corp. corporation NE
CPT carriage paid to BEHRNZEBRM
cwo cash with order TTH AR
D/A documents against acceptance R
ddp delivery duty paid TRER K
ddu delivery duty unpaid RFEEB K
DES delivered ex ship B A L3 5y
D/N debit note fEICB A&
D/P documents against payment E ]
enc(s) enclosure(s) B 14
EXW ex works T X% (EEEEths)
FOB free on board M ERE (EEM)
FOR free on rail KFE 3Rtk




