S G eSS B

Reference Book for
Practical Writing for Business English

B FOMEFRS A AR

University of International Business and Economics Press




L
i I Lot




B B9 KBRS

New World Business English

BFEBNAXEE
MRS

A PIEZR7 8 DNE dai) T
FE - b



BmEERFR (CIP) HiE

R BN A XS R AT / NRKES. —t
e MONEBF RS KE DR, 2010

(Bt 57 55 JEIB RIS )

ISBN 978-7-81134-660-2

I. @ 1.0 I OFF - 58 - R - .
S - WAEER - BOEBEVER V. DH3LS

i R A A B 4% CIP 3B 4%F  (2010) 45051768 B

© 2010 £ IBHFEBAS AR HARE 1T
WA BB

HMERENAXSEHSHSB
MR ER
TERE. &2 M HAOE

MALFRERE KEHMBM
LEETHHXEHFRE 105 BRB4HIE: 100029
HREYEE G . 010-64492338  HFTERELIE. 010-64492342
Mfik: http://www. uibep. com E-mail; uibep@ 126. com

WREFHELFDRMARARANE  FEBELRRTHREST
Bt : 185mm x230mm 1275 BB 256 FF
2010476 AALESB 1R 2010 42 6 ASE 1 KEK

ISBN 978-7-81134-660-2
Ep¥k. 0001-3 0008 & 19.00 5%



‘LR RSB RINBM MBS

S E
HAER (MI2FHHRF)

RESTERR (BRREXNAF)
THAR (2 FTHXF)
Eadk (sHH2HEHHRFE)
EXE (2 FRHKF)
£W4E (FiMz k%)
SRERR (LR HER)
B & (LEsRH%E%)
HEF (P2 FRHRF)
HERA (LAMEXSE)
TR (ALME2X%E)
FEEM (S RIMESIT R F)



“HREHEIERIEM (AH)” 5%

REQER (BERLEXNAR)

T #5 AR TEX E X I£E
I HEA T A i ¥ WEE
A MRit o Ao-AH] K&
REH ZRH RS
FRARM FEE

My

®» 3

z



th K5 354 B

“FtRBFRIBRINEM” BT RSB REHBRE SR F R KE. K
WM THRIMBSNARE, LIBMERY ., B S EBe R B RR THE
—EEEARZER, WA RS %5 368 RIS ALEM .

AEHME R =R HRE. ARAERMRREEFE. TRERRNESIE
EATEEHERSRAHFEET MURMERE W HHLH5TE. BEBRKE
(BIRAERBHERY) A (HHAKRH), ENLEFREREHERBIOFER, £
ELHREBRITRA N 5B RIS b FESRE . BiREE . SHEgE. iR
AR BR s 2 AR IR 4 o

ABHZ K 55 SEEEE A T 2 E A H S BB GE € L B RE 95 2B 77 1 A B
5. BRREE. B TRERERMELHEE,

R TR KNS IGEEM RN R, AT HREM M5 iRHA .,
EERASELS | SRR, B HILEERF PR OEM

FEMAB R FRIFBEEXMRERE, WHFEETHNEMEE TR=RE
B EFEAE. BAER (GESHEE + TR . BELLAR,

$£—, EEBE
WHIEGEEETRY (1-441) CEE3EE:
R B 95 TR T UL KRR SRR E
HA R (ERD) LHZFFEDE
o5 B (DLI%E) 45 LB i
H R R B LB et v
B=, BEHEE + TLHMIA
AN FEEEE VIGE EHEr2 e L IE
PR L 3GE THEHEEVIE
Ebr 5% ML ik eV TR
RV IEE WIT L IEE

RIEE L ) i EIFR 25 % L 2iE



I #s&AERAXEHEEIHS

B # T 3EE BB BT Lk 3TE

WXL IE IR E BV IR
=, BHETLHMRA

B AR 93 (33K ) I B B 45 ALY

) (BECR) fIFERIL (FEUR)

HEH 0L 58E (FEUR) P (33

B RABGE—IEFT S ESRL IR (BT

ERMBETFTRIEMEBARER, SEEERAVREE, 2EHH SRS
B, TRMEEHFER, RRREMRN ML, REHEDFNE . XIEHFHRS
KL BE A& IR, SeHEBE. EREN, BEH—-FERMEN.
HEEB IS BRI B, USEHBRINT KEERERFOELSE: “EEHE
¥, HMERMFER” (Get versed in economic and commercial subjects, and succeed in the
international business arena. )

RBENMAMNEAAEEWETHFLE, MERSAHSFEINLRER, HYE
HAMESER, RERBLHEEE. SFFSRAIE LML, B30, milgsF
ZEMEVERT 5, XRAEHFRIERIIEHRBRERA HRIE,

b2 R 5 K F B
2008 %1 A



Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7
Unit 8
Unit 9
Unit 10
Unit 11
Unit 12
Unit 13
Unit 14
Unit 15
Unit 16
Unit 17
Unit 18
Unit 19
Unit 20
Unit 21
Unit 22
Unit 23
Unit 24
Unit 25
Unit 26

B 3
) Contents

Letter INtrOQUCHION «r+revresrerrrrasrresrresneestansansansarestosssscastssssssiessssironsonass 1
The Structure Of BUSINESS JLEHELS -« rorrereerrorsorearrarertosisasiatsssssstisesincsesnss 6
The Different Patterns of Business LEtErs ««-«reeesesesetssernscsnrsaseissssriisascens 12
The Letter of Establishing Business Relations «««+sreeseersesresneieniiniininnenes 19
The Credit INQUITY «««-evreesereerrereettmimtmmimnti it ennaeee 29
inquiry ....................................................................................... 34
Answering the INQUIry Letter ««««-seeeeseeeesernetmuinttiiiiiineens 38
Quotation and Offer «-«++«eeeererernerrarmimmimmiiiia e 42
COUNLETOFTET ++r+terrevernerrnernemniortirieieriietreesseinietreisreenensionsensesnsnnsans 48
Declining the Counteroffer and Re-counter Offer «cocorererecerieeerracccneienennne. 52
Acceptance or COnfirmation  «+««+s«sssersssesnsrmmuiemmioni e, 59
(0 v 1 ST 64
PAYINENt o+ reeerersnsnrnnsssnnnetete ittt e et ettt e et et enran 69
1301 175 LA R LLIITTTTIPRPPPPPES 75
TIISULAIICE -+ everevmsessacssasasessssessasssensessasssennsesassssanssssnnssansessenssnnnsanns 81
Complaint and CIAIm  «+++sesseeerrereeessersiiiiiiiiiiii e 87
AZEIIL  -eerrerrenrntt e 92
Introduction of a Contract (1) «ereesreerrermtriiiiiii 97
Introduction of a Contract (2) «ceeseeerrercsernieniiiiiiiiieiiioiioiiiniieiaisiornon 106
AZEIICY  ++eveernerreertte ittt e e 118
SEIVICE CONIIACE +r+rvverrsrrresrsereursssrtsrussrasnsesrassseessmersentsseersessninsessans 126
TENAEE  vvevvreseereceserentmuersrnrusrsseeresssesresssesestnsasssinteonsossssesenssseses 146
SUbMiSSION OF the TENAEr +«r-rree-rerrerrereranerearairierereiririierieiieicrerneniaes 169
AQVETISEINEIT  +++vverresnrerenrnsensussiieeseetotmemsesssssentonrestasesressesnssnsses 176
RESUINE  -+=-vrrerrrssstersssvnsnrsssaresesctsasseessesssesintesssasosteerenissrnenssenses 182

Memorandum .............................................................................. 1 8 9



| Unlt 1

o g :
H.'..Q'I..'..QOQ'..I‘.O.CO.QI.l..‘.

Letter Introductlon

SEMIRNTE :

FEARE W 45 JiRAE M2 AT, §M~w%§%%§1¢dﬁ%§%¥Tﬂﬁ%ﬂﬁﬂ
R, BERARARUEREEFHE, MEPREEC. EAISFERILEE
RTE, UMEARENHABREEXEENEM. MR ERPE LML
R RER. WA, RBE. PRIE. LR, ZRAFEE. FRIESERENE, K
#E, mﬁﬁ#%#€@ﬁ$%%ﬁTﬁ,ﬂmﬁﬁﬁg* %, . RRMREA
SAFER. o

ﬁ%ﬁ&%%*ﬁﬁT~%mTﬁF T~$ﬂ%ﬂﬁﬁmﬁ%@%%ﬁﬁoﬂﬁ
RN EMEMERASRNES, BAGGE. UUKRERBERS (5
FIEH, TN, REVWEASWEAZENES) BRAESRLERIEEN. 5
DRI EAS B HURASHRGEIER, RSERI i FRBREAAEUK &
RMERLHABERRD, WA, RHWXRERBETRAHNEERDSM A, WK
EEERUSHABARPNR, LIETXFNREIFER, UXEREBEBORE,
PS5 R RAF A BR NS XRES ., ERBFEHNSFTIENE LT,
REF THERREMEXARDFEEBEATANRE. BEFAEEREEIRSER.
EIZE, RIFEREE. B SHEAR. HHR BHESREE. ERESRRE. B
RGBS, EERSEVER. MH. #@E. BEE. B0H. #E, RERSHRH
B XM HBSHEEERRES, RIERNHSEE . HRIERKNS MR RERN

ERERFEBHFERT, RIBAERAH—NEMRE You - atitude, You-
attitude B BSCHR “HRHBA” R “BABE", You-atitnde §#%.0 B 7R 45 35 F7
TEBH R R L, SEEEX B F B R, BB T R, RN R
R, BHABIRT RN E N 3T You-atitade, 5 AR R—FERE A
FRACIE] you BB S TSt SR X ML 155 A B RN 36 B B — B #8575, SX % You-



2 WHHEBERAXSHEHERAS

attitude f—Fh 2 F B, You-attitude 27§ %5 iE(E RN — MBS ERBREAEMIES
Fik 7 R IE R H MR A . AFRIRIA you B M You-attitnde I EETF
Bz —, HHRE2,

ﬁ%%%h@*%ﬁﬂL%Ywwm&ﬁ%?ﬁﬁ%%ﬂﬁﬁ,iﬂi%ﬁwo
You-attitude 7 7 55 338 {5 R P EBH LI TR IIRE,

L ALt _,

ABAS L REETFARGES TS, BHEXR. RESHHULEFR, KE
24 2% % Leech 7ERT ABFFL B BOSEAE B4R THLSEN, Leech ALERIENIA AR
PR E MR LI AP RS —f, A AEE, WX rReZa8E, Rk
PARMA MR, Bk BN, X— & You-attitude ZAHMEM . B REFR
&t You-attitude f3LERTHEE R R E BB (S M EM AR B MAESE 0L, N AER,
RSB, AbAbdET B B, DR MR, KRR E K.

2. &S

You-attitude IR FSL R ERESAIFRH T REHUXM F 5 B HWAEE. BERESE
RER, AERER—FHEHXE, MEAREFZZWHREEH, HILEFER
DEBEAESEEHNESREE, Hit You-attiude (&SN EEAI T 5 E AMKIEA
FIFzEER, SREARBATFEYXRE, BEARAESEAUBUR. BetSERkHE
BB B A EREH

FREL “You-Attitude” HARREH NHEAHBEAE - AHRRFA. “You-Atttude”
BAWRBRETERESCWYEE ., HE ., RIXFAE, BYMERAE—. E=AK
WRRER] AFEE “ You-Attitude” HJN MR, IR B X W BOIFR BB FERA,
A AZAS N 7 KB AR, ZEMERNKRA, BRBHALS.

FEMIRA B
EEMETFCEERKSR, HASENABDERBREHE, HHERSRANF
7] E Rt X i 5 DU E TR N I PO R R EOL T, BEfTRI S W, Bl &
FERERTAZ—, KA, EARNXSEE, FREHASNEETERBRAY
WARBEHEARE, R, FAIREREBEEAFELNK “7C 7 FMRHEEY RS
HOR B BT A SR B B R o
H—BEXAEERAR, ShHE R T ERERIE T R4 LR FRAF 40 5 F
B, MRAEENLSHES, ASERBREAHEFEANER. XBRMEHLE
Wb FUEBRAIR B A . FER BB AERHTH B ERNRN, SRRk, B
B THEENEE, UREREENERZRR,



Unit 1 Letter Introduction 3

% “7C7 B, “7C” ERMRSHERBEMEREFEN . “7C7 BEFMIIHA
(ERAEER, A, NE. B, SESESHER 7 MUSEXFR “C” FFLrHIA,
B

22 (completion)

iE## ( correctness)

7% (clearness)

8% (conciseness)

B4k (concreteness)

#L#% (courtesy)

{3 (consideration)

1. %% (completion)

ERSERD, BEASERATERANATNER, BABEEERANN
REeHEREHE, SORMEEALAER. BHEBLX, REHH ETORY . — AR

HARZ)E, 552X 55—,
). 1) We have established through our bank an irrevocable L/C in your favor.

(Worse)

2) We have established through our bank an irrevocable L/C in your favor which will
reach you in June 15 and remain valid until the end of June. (Better)

Bl 2 RETREE B LA 1 EEMSER, S8 T EAIERNEE B PAERON,
A ORHE,

2. iE# (correctness)

—HATHESFCENGERNZASN FEEHRERY, HhafFn, Bk, 25
PE. REEEE, ATHRSEENNERSY X AEF IO AR . (55 LR F]
EFXRR, HRMNARAAUESE RN WIRE, SBHHAMY, BATREXNARRNE
SAEE=ERRWEWR

ff0: 1) The credit will remain valid the end of this month. ( Worse)

2) The credit will remain valid until May 31, 2009. (Better)

3. #%# (clearness)

LA TAES, BTRABRRE- LB XHTFENEFULBE AL, Hik, 58
F TR R RS AU F B, A B iR,

fAlfn. 1) The credit will remain valid the end of this month. (Worse)

2) The credit will remain valid untilt May 31, 2009. (Better)

EERPRABER T8N, ERAMRRARAE, X HEEERHHEMEXEER,



4 WHAEBEBEAXEHEERAN

BORER A FELRIT ], BN H AR R IR R B

4. 7% (conciseness)

B4 15 BRI AR E FRRABIT . B4 RN A B I SCFALS e UL
LR R, SRR AN RS, EA—B TR, TEEEHRX I T4,
. PIESNEAH M RIFNS, BN A now & at the present of, Fi for Fi#ft
for the purpose of, | since £t for the reason that 25§,

B2, BEREEMRMERRAT, ERMRmWRBERAAE S, HEMEREL
BFHANIHRT, ARV FHERBEIWEE, W RUSESRA
AR

5. A4k (concreteness)

TERRFIRERT B R B X RAE DR KB, A —ii—, DIBTEH, ARtk
Bnf, . a significant loss N MR, a 55% loss, FFAULE E L EL R a significant
loss 38 % . B LA in the near future B3, by Friday noon, E/&H FrIULEH /1L in
the near future,

Frid BB E NAE AT R, RHBRERN I EEREXNSE WAL
mpfER, BT SMEBEBILNERT,

6. L% (courtesy)

AL S S R B EARIE . IR W RIS RSB XU Z [ B . SEBE R
FRERBIN B EARKMESMER . HEARNREN TELAGXRMRERAS
VEERRAR AT, N ITREESR

flan .

1) You are requested to ship our good without any delay. (Worse)

2) Your prompt shipment of our order will be highly appreciated. (Better)

BEEALSR R BT, BRAMILEEMNAEEE 28y i,
FRAEFERESEERRIE, EALSNEE AT BRSBTS WU 1) REFRR

7. #1% (consideration)

PE R ELEN TR AERFZERRE, TARMNEFHA, B LEEER
Fo EREHFERE, HARXLIN T RMARE RS, BRI Ea g ZokERE
HOWER, RAEXRE, SXMIHBEELSSARE. BEEE, BREATERUTH
=¥

1) R “&",“Bl” 2F ‘& & “BIT

#lin. You will be appreciated if you will send us your samples.

2) kXS5 i 2R BRI TE XS U7 3L % SRR
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it We are now enclosing the latest pamphlet to you for your reference.

MER “7C 7 JER SR, ROVRMEE S, FAWEW. Ui, WENES, 28, &
B, AL EBLEEANEE, BLARRARHFEREENRL B, B, &
ERNESET, BT ERENASNE . Bk, SRS LARENERYE, FEERER
YA, AR IR RS RS R, “7C” FIME A —RMERERNFEREERSY
¥, AUHSEMER L E T B, EXEEANSERCRELR TERKNE
Ko

ZIER

2. Please translate the following into Chinese.

L 3RA7, #ERPBRAITRMN B &

2. TATCKEMRFT 4 700 ETCHCHK

3. RATPKRBEATE R EI S

4. JRERTT A S B 247 BT,

5. RAVELBZXABH, FRROWITEE2 A3 HRBIEY.

Please the following into English.

The writer should edit and rearrange all the relevant information and make the choice.
Are you cetain that some important information is not included in the dettes?

The students should be familiar with the format and writing skills of the business letter.
The writer should use the fewest words to tell what he wishes to tell.

N

Words or sentences in the business letter should not be ambiguous.
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The Structure of
Business Letters

SEMIRN A , b

—RBORUE, RITEREHETERSER—81, XEERIFENEE —FESE
B, BEHSAESEFENNE, EERHANITE, ‘

R REFRMERUBE THETHLS. E—BRERT, HI-E AN ES AR A T s
o

1. 4% (Heading)

FRESREANEHEL, ﬁﬁﬂ?ﬁ]ﬁf%ﬂgﬁ_tﬁ %ﬂ:f“?&]ﬂ%%—*ﬁ‘j‘o
ERFRH—RARMRE, FHTAAMIB T RATNEGE, B2\ W) B 42 FR B st ik
ob, fERE T RIERIESE, f’éﬁ%@l\ @?rﬁU&Eﬁﬁégﬂ?ﬁkﬁ'o F%ﬁﬁ’ﬂlﬁﬁ
AEI MRS L,

2. 838 (Date)

H$7Ehit T i, Uﬁlﬁ&fmk"ﬁﬂiﬁgrﬁﬁ — R H%ﬁﬁfiﬁfﬁﬁ JX—HE@J?‘T
ROEM, EEELEFEEFR., ERSKERED, Hi—EBEE2, FERABFENE
X, FHAREMEEMN P PFERERAR. AERFLABRELR, BENE B
AN “24th March, 20027, i3 E K9 H 845w 5 ) 2 “March 24, 2002”, H., HiY
JEEAEY, ﬁifﬁFﬁxm%.ﬁo

3. # Akt (Inside Address)

A AR E S A2 A, B4 WEELTL, Wi L-Aan
HAE—BIRT, IRMERHIINEEAR, S5 WAL AT, SRR
BHFAR, BRERNEY, JRSHEE 28, B AMHE A — BT

1) WEAMRESE (RERE)

2) WTRK
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3) IESEMEA

4) WHSEA

5) M. B4 KILHRBARY

6) E& (MZfEAEES)

4. #r*% (Salutation)

PRI RS E AMEHRE, HUBRAEN NN TERNTR, HE52Fk. X—
BT Mr. , XEHREL F A Miss, XTEFLTFH M. (IsLRMEK), X—8&LT
WHF Ms. (EXRHEIE), ARPEELFAES .7, BEEWEFTHES 7

WSREE WIS N4, M5 Dear Mr. _, Dear Mrs ___, Dear Miss 5
Dear Ms , (ERH x x x fotk, BEM x x x RA, BEHH x x x /MHSEHK
x x x+); MBRABEWREANBRES, BEA Dear Sir 5} Dear Madam (#LHI5E4
B L), MREERSAMVRAFR, ASA Dear Sirs (FAKEE, J5HEIE
%) X Gentlemen (%XIFE, FHAES) (BEHMAEEND) . Bk, LRARHER
ML RSB LS, HNAEFEARERERGEARRS LR L0, NS
31/ Dear Madam or Sir (HE#(pL k) DRAYE. HEHLIF4H A Dear Sirs
or Madams 5%, Ladies/Gentlemen XFERIFRIF, DAA PRz B, BEAIEALH
LA BANMANER MM RA AR, THEFEX—.

5. JEX (Body of the Letter)

EXRERAZ LTS, ASAREATESINGER. BT HARHRF— 17
HEHAMTHE, FkRS50BEN—REHE N FRER, EXERZ AR - TERMN
MMTEE, XPEBBERE. FXREZARNALE, EXWHEERREAEE. . L5
BRIES, VPR BRENSH, BRETTNEE; TTORR, TREFZR
tH, FHRNEGHELERCNE. AHERTGASE, EREXHER., [EXEAAT
BE, AU DT,

6. % £ %5 (Complimentary Close)

REHBEHRERETR T4, NEFPSRAELER, B—1FBKE, KFEN
Y, HERSREEEHMITENT: (1) WRAEREAMNEES, ¥/ Yours sincerely
(FRBH) 5 (2) MPESBFEARKRE, M Yours faithfully (#HESLH) 5 Yours
truly (ZEBH); (3) MREHFERENEFER, 384ABA Yours most cordially
(B M) K Yours respectfully (#RFS#) &, ERMIELFAE X EE R,
ARESTHT, BRI BB R -, MBNAER, NEESMESTEZEE. fTE.

7. %% (Signature) »

5 BREEARELFRERARNAREARIC. AFLHRAUITE, WEEAZLN




8 WHABEAXEHEREFASH

DHRTE, WEHATHNERS, XBSESRBEUT =T, KABHATEE
LWz, SHAMNABKEESERTHENSER TH. HTAGEREESR, BER
BHREZNRREA, BEHES EAASYL . RESA/BETERE, 25815, B
HAEERITFREEME, AALGTIESZT .

8. M4 (Enclosure)

fERIA M, MEEE—MTBERWMTEE, EEEMATAS L Encl. B Enc.
(Enclosure (W4 E), REE LML WHFIMAIE—4F, NEHAAR.

9. #¥ri£ 8 A& (Carbon Copy)

MRERHARTERAE RXBIIRA TN, JUEMRAENTIEHC C ;K
c.c. (Carbon Copy HAE), JGHE LBIAKZ ANBEERII]. ZRBIADEREA
BT, MRARFEBEAMERPRRIA, WA ERA L4 B.C.C. ®b.cc.
(Blind Carbon Copy 455 ) .

10. #E (Postscript)

MEAEEM X X, EPEUTHT. BNEFEARENEFFRICRABHNE,
AR, —BoRUL, BRIERRLE, BITFABHE. MREENEAXERZE, X
AHMBERLFEIBEN, BamERs, AREEN. MENIRREEM, BHR
EUHBESAA—FER, MAESERN, RARBRIFBEHRNES. XTRESHRER
FE®. BWEEEEWETH, EEL - MTERWA1HE, SLPS #PS
(Postscript AEE ), H4ME L—3_4THE, AEE LRGBEEEEANE—N T,

11. £ 4 A (Attention Line)

BEHETMA I AIER: For the attention of B & LAY Attention , T H—ME I I
Bk A, BHEARBREASA S SERRETSEMARSI W T, Xt
AT AFE S A ik FOFR PR 2Z G L2 AW Z SRS, HAMEEMT: Attention,
Mr. John Smith, Chief Executive Officer ( 8{ CEOQ); Attention of Mr. John Smith, Chief
Executive Officer (8 CEO); Attention of Chief Executive Officer (&, CEO), fli&/p A
B, AT REHRE,

12. ¥dy (Subject)

Hlf PR AP (Caption) , HHEERF TEMITL, —BRETFEEYH. 5F
M EHRRFEN THREARE T ERAREEREREEIAN, FOSHFEEEPL
WARBAREE, UETHAMEN. Bk, SO0 WHEE, RPERAETF. B
. FHIERAFRSHEET, Frimmt Re, AR “XF”7, &4l “Fh”, BF
LR regarding WAEE . WA AWMAIAN, EFHTEMNTR. FHNEE K
L1



