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Unit 1

Basics for Business English Writing

D 1.1 Style of Business English Writing
(B EE B RIS )

REEBERETHBRERE (ESP) M— 14X, REAFILREHRATENSEEFESES
AT RAMIGEESTHRAERK:; EHFFAR—MRFIKIES, MRARRKEBEERSFERTHEZE
H. BEFEERREBES AR, RZSEMBIEYE GBA ®igHEae b, HE/RS
FHAZEEAP AN RX—FE T ESINE (BFEMEERMIBRRE SR HE R
RIZEEENC. AR, SIRERFENLERN, eRBTREARINE.

HTFHEREREBSMBNIEMRMEGE, WiiniESHEEE TR SR
FES K. BEFEEBESRBEASVEMIR. BHfMgs:. B58ESEEZ M, Fig
BREEEFREES—RIGESIERFZEZNN, FEANMERR. A, BNFR. ERE
MEESH L, FHMtAREX AT -REESENSERN.

BEIE X BB AIEN™E, WHEME “SC BN” (The Five Principles), Bl: Clarity (35
#%). Correctness (Ft]]). Conciseness (& BH). Consideration (#kll§). Courtesy (L3R).

1. Clarity GGE)

HEEHRERELSRY. BRI EFEEN. &nEHAEE, NaH RAENEHER
Hel, BEeFHAAHUIREMEE. Fl, EXTERR, AER “KREY. “IRE7 —38B1
WiE, NEHAEGKEREE. F, MNTARESHIER TS 3 SEME”, MA
BB AmERED>, MRS, wT4E, BEASHMMBAE. XK
50, B HBEIRGEMNBAM. AE. KRS, TEEGHE “REKRE” R “WRIHRFE”
%, RAXRGUEgARE—H. 82, RE—EBELWNFTBEEHA.

2. Correctness (#t]1)

P95 SRR LU A& 4R U5 BUR AN L85 Tl i, HERTCIREH B EERRN. 4624
EE R BERE. BRREEE AR AR S . PPENRE RN E M X T HER 2845 B R UL AT
RLFEIR . RHEAJBAER, EESENTTERE EERB—TLRFHREK. BT
e AR RS ARES, RSB TRIFNEL. M. @B, BE. RSB R
L, K. RENMGHIEFRNSHBARYN. SMNEHRY b —EZERTLIR.

3. Conciseness (f&jf8)

ﬁ%ﬁﬁ*%%ﬁ%ﬁ@i%%ﬁ,%%ﬁﬁ%%ﬁﬁ%ﬁﬁﬂﬂ%ﬁgm,ﬂﬁwi
HIBtR. EXARNERESEX —REBFRT, AMEYREXRERNSERE, LamikEE;
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WADEGLBERNSHIEE, BANE. EE—KKEE. WX 7R EEHRE, 5
2ot 5 B B BB AT, ARBIERT, FARUNERSS T, NEEE. ETHS
BERERY KEFARMSTF L, MERBEILAN S0, Flan, BFEX7TREKE,
DAITR BT GL Y B AL AR . PERE. BT EHEL. MBS, TR EFFTESEX
AR, RUGEMAMIESA, VBSEAE, UReHEMY . MEREH T KESICHRARHT
BB NFBE AXUF IR A], 388 T/EMER. fFRIER B, M XA RILSRHI AR
T, BEREBAMEAZRIN. EBELK. AT LHRE.
4. Consideration (&%)

A ERRIGER S BET, BEEHERSLMMINTTES, HEXNTHOME, HE
FER A IR ST, BB R I 453015300 2 LB SR T You- Attitude” (“ 347257 2R “ LA
EH"), RATHES “LAtitude” B “We-Attitude” (“THAE” & “DIENFL). B
B, MERFEEEFZRMYER, EMERMEBEAIHER, WNAIFERKYS FREMH
PRI 7 ABIERRFE: @EHER T HUu B (Direct Order), & M BEEHi
B KEKIL (Indirect Order). F5b, BN IXFBEIWEH MCHBRE. HHEFHHEE,
Hin, NMREBESERTIRE.

I have noticed that ...

1 regret to inform you that ...

You failed to ...

It has come to my attention that ...

I am writing to let you know that ...

I must let you understand that ...

I shall be able o ...

5. Courtesy (#L%%)

WRTALARMUL LA FEE, MEEEEN Y, WHRACHILR, UERA. B,
WEIN TR, NMRRGTFRIE, WEFFEHIBIERAILRN, EESS0 T iEREFIRE.
BB ESRBEEEIEYSE. FSANEENEMY EM. L, £8%55E D, BESER
B, BRR. AE. R BB, B8 ELEE. EUAIE.

o
.

1. 1.2 Tone of Business English Writing
(B HFXEBHWGIER)

RSEESET, EMMBEREL. HEMGARSRIEVEEN. HER TEFAER
b, EEBRFRREZZE SR SACGEENE AR CERE T NRES, BN AR
BRI TR S B2 A ARKATORS, FEBRIMUEANTE. KE, NBNHES, X
B BERRE B AR RO 7R K, IR BIAZ IR H

FrEl, BUBGREMERING . ABZCHE E K, BAUE AR SKES. XPRPERR
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MEMBANEESBHRCERE. N THRAEMEERN THEARLATNSHE. LR
BE. BIRME, EREMREXRK. RIFNXHEEHET, BELERRABHEN, F0F
AR AERES, EARBEAN. RZRE, UARKEMRY . Z2MEE. fiw:

Poor Writing Good Writing
Your computer’s guarantee is up, so you must pay | Your computer’s guarantee has ended, so unfortunately you
for it to be fixed. have to bear the cost of any repairs.
This problem would not have happened if you | The problem may not have happened by following the
had operated it properly. directions in the handbook.
We cannot do anything about your problem. Unfortunately, we are unable to help you on this occasion.

I am writing to let you know I was most unhappy | I am writing to complain about your service because I was
with your service I received in your store today. unhappy with the way I was treated in your store today.

ARABESREHARBMEE, BRATLZMEEN, TR FIL. FMALIES
SRBXBOARMKY, EERFSEE. U, RELFRREOTFEREENICRERTE
SHERERER.

FHERERBERTHE T A s X8, E4AEKESSAMERE, W—eEES
@i, REBEIFFIIRLERRH. KEBRUTRMT.

Dear Mr. Parkinson

We are shipping today the 10 bolts of CA-65 watered-silk that you ordered last month and they
are expected to reach you no later than 15 September.

We feel confident that you will be pleased with the material because our newly-set process
makes it definitely unshrinkable,

Enclosed please find several swathes of the same material in other colors which show you the
broad variety that we have available. In the meantime, if you have any special needs, please let
me know, and I will give your inquiry my personal attention.

Sincerely yours

(Signature)

William White
Sales Manager
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Dear Mr. Zhang

Thank you for sending us your reservation request. We appreciate your interest in our quality

hotel accommodation.

Early reservations for two large convention groups have left us with no free rooms for the week
of March 15. However, we will be happy to arrange an accommodation for you at the Golden
Dragon Hotel, a fine hotel, which is directly across the street from us. May we reserve two
single rooms for you at that hotel? For fast service, please use our Fax number: 86-11-52220001.
Our machine will take your message at 24-hour service.

Enclosed is a copy of our newest brochure showing some modified rules in reservation. We are
sure that it would help you make your best choice in future. By staying at our hotel you will

continue to obtain top quality accommodation and the most convenient commercial service.

We are looking forward to your visit to Beijing.

Sincerely yours

(Signature)

Li Ping

Frik, BMERAEMSE—TNEAER, BEBELMERBKEE, &I “We don’t”. “I
refuse”. “You cannot”. “Your loss is”. “It is impossible that ...”. “I am not prepared to” iX#¥
WA TR . NS BERE IR A2 B3 UIBIRA . BEH. SRR, BRRRER T k43
5, BIEgFHZY (Indirect Order) MIBSRFIL, AT LLE R EERREFE XI5
Wl R R EW . B, B LUXFERRIE:

If you need any further information, please do not hesitate to contact me.

If there is anything I can do for you, please do not hesitate to let me know.

AT ZREERRABEST, BMETHENESR AN, BYIRERM . B, UUFREEE
B BT ERERREM:

You failed to ...

We must insist ...
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You should not expect to ...
Your refusal to co-operate ...
You have ignored ...

This is not our fault ...

Bi=2, mERERNEBETEEE (positive) MK (negative) Fik XA FLILZ!
TR, MRBEEEERBRRNRET . Fila:

Negative

Positive

We cannot supply in packs of less than 20.

To keep the packaging costs down and help our
customers save on postage costs, we supply in packs of
20 or more.

We apologize for this mistake.

We appreciate your bringing this matter to our attention.

There can be no exceptions to this policy.

This policy must apply equally and fairly to every customer.

We are withholding your shipment until we receive the
payment.

We will deliver your order to you as soon as the
payment is received.

We cannot release the names of our clients.

Releasing the names of our clients would violate their
privacy.

You will not qualify for our discount rate until your
order exceeds $500 per month.

You will qualify for our discount rate as long as your
order exceeds $500 per month.

We cannot devote much time to your visit as the May
Sales figures are being complied and we are very busy.

We shall devote as much time to your visit as our
hectic schedule permits.

It is not our fault if you do not check whether the
leather bags are satisfactory on delivery.

I am afraid that customers are expected to check that
the goods are satisfactory on delivery.

S EERATF LA EITREY, X—RUWEEIAFHESSEY, BRETH
BARKE, MAAFESHERTENER. HHE:

Poor Writing

Good Writing

Call me at ...

Please call me at ... anytime you like in weekdays.

We shall allow you to ...

We shall be glad to have you ...

In an establishment as large as ours, we seldom ...

Please notice that it is not our common practice to ...

You failed to send your order to us before the new
prices were introduced.

Unfortunately, we did not receive your order before the
new prices were introduced.

C

1.3 Conponents and Layout of Business Letters

(AHERNHREREAX)

HEXHEEREBFHEHD—MEAOBELZRES. ©-R—FE T HEHLRITEHL
“BE” REEMMINGFRZE. LR ERFERE—M “HBH” K, SEALRERYRELE
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Ha, ATRER—Fm R, —MES. — AW, HERM A CHEMLRYMA LSS,
IS ERR G R SEETK. IRHTRBREE, BREESESH, XBRRTHERF
F BMREFTAFAE.

EEF B & ERIFERT S, AMUNEZHRELE R, EREFEANERE, &
MR &ILSLHE S AL, BRERMBERAMITIEK.

B SRS EEEXNEEARR, vEXRMARGENESREE, AREWNFEE. £/
wiEshd, RS, SERLER. Fik, FEHNREAEESEESTREEEM.
—RAFEALTHEMER, BRI, AAFE, RS ERNEILUT LM A:
SiE5E, EHEW. K. B ESRE. A, aREES . &, BR5I: AR
W HER. BE; ITCERE. ST AR,

XF PR SR B ™, ERAMEENF. REEHARRERRITENRN
WA . B IF S5 R SIELAURBIS A IER . AT CBR&TEW . XFREHRE
. FEEBEME, NTHZSERORTEBTIXALITER, BHELEFEHT, WALl
T — 4y B R RN RS .

1. Components of Business Letters (B {5 R MHIKNER)

B 5515 e RO A BT A RISy B MHOIE . LEHSRIRE—RIER
AT BRI IR RIERERAN R, B, AFNEFEFENEMAELS, X
LR TS ST, AR DIEEH .

FF5 FSERMMRER %
1 {53k (Letterhead/Heading) DEH 5
2 5% %55 (Serial Number/Reference Number)

3 KA A (Date) PB4
4 fe Wil fe Ahht (Inside Address) DE IS
5 e s N4 (Attention Line)

6 FROF (Salutation) PEE S5
7 FEFY/FHH (Subject Line)

8 TE3C (Letter Body) DB
9 BB RIE/4 RBY IR (Complimentary Close) WHEFBS
10 | %4/&4%4 (Signature) IuE: 3tk
11 B #H#£ 8 (Enclosure Notation/Enc)

12 H A #/4#pi% (Carbon Copy/CC)

13 Fi%E (Postscript/PS)

1) Letterhead/Heading (43 )

a5k X R, IRENRIEARGHE LY, —BRETHEHRMEFES, BHELALE
A L. Ehk—RAFBA A MHEE (Writer’s Address). BEBUERIZ. #if. FE S LH
THRME. PUEENR. FRMEEEER. F&iE. EXERRAES—IERITEsL, |
et AT A AR R, AES L. WEALRAHERE, AR EERER KNS
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a3k, AEHINHE.

2) Serial Number/Reference Number ( £% %5 )

BT HERSEE, GRTEARIS. R, RESGTRSHRTIE. X—8oRN TH
WEE, ETEREHE, UEREERREEHENES:., SHKSBEEANITY Rk
ZHFE—ANFR (RKAGHE), HREHTRSHTLEEERN, Bl EH/sr. EH/SR.
EH/SR168 % .

3) Date (£15 8 #)

HYATTESERES, —RNITEERGLEAFE AL T A ESHMNE. EEXFERT,
AU BREFAEFHES, BAHEFERNRE, 2ATEREHX. neBEREFER R
B, BE5IREME. AERRSE: EXh “25 April, 20107, £k “April 25, 20107,
EERXGET, ABATUHES.

4) Inside Address (13 P ifE At )

G Wb hEBEfE @ o2k, NETURHANBEN. FRtibEEETEEMALE A (B
BTA, BfRlEAR®L. B, Ar 2RMttht CGERBSERIBBERE). HTARR
EXR Bk F I BAR, W ARIENR RS S ARGERFHGELRES, VIEBENR
A5, FERERr A NEFNEEZ B, RIEFE, nTLEMBER R EH
XHME RSBk, thin SPECIAL DELIVERY (HR{$4Ri% ). CERTIFIED MAIL (fRiF#R44:).
AIRMAIL (Ri#*HE#), 5 PERSONAL (¥ A{58). CONFIDENTIAL (HLEfFH) %.
545 Wbk ) — ARG 4 -

Name of the addressed person (it A4 )
Title of the addressed person (s ABRAZ. k%7)
Name of the organization (BA74ZFK)
Street number and name ([ 1568, #riELK)
City, state and postal code (i, /& . HEZR)
Country of destination (FFikEFKMLZFR)

filan: Professor Zhao Li
Business College of Shanxi University
Taiyuan, Shanxi, PRC 030031

5) Attention Line ( 3§ £ MfZAHL )

“fERBEN” Bl “G@HN7. ZRREABZKEENAST I TEENAK, Rr “HEALE
547, MEEREAREHEEARSNMN, ERAFZBHEAIIHRMIAKRAT, FrLlERK
fE AFTINRAE ehi ) 7p8E . $EEUfE AIEB B0 “ Attention: Mr. Thomas Green”. “Attention: Mr.
Thomas Green, Sales Manager”. “Attention: Personnel Manager” 8¢ “Attention of Personnel Manager”.

6) Salutation ( #k+f )

FROERIGEE ARHEE ARIFRIE, HALBEAG AR T AR E =T

XS NI FRIFARSE A RIS LA BT R L.

I[EXXFRiB: Dear Mr/Ms./Mrs./Miss + #£ K, 1 “Dear Mrs. White”. {HE )24 H14 —id
PROF . FROFCMERT, BEFH “Ms.”.

FEIEMRIE: MBEERA, WAL EENRLLF, W “Dear Tom”



Basics for Business English Writng  Unit 1 9

MRRE AR EREAMEAZZRALESHE, ATLRRFEA “Dear Sir”. “Dear
Madam”. “Dear Sir or Madam”. “Dear Human Resource Manager”. {15 [F]i &£ L AWM
A, HalPIFRFE “Ladies and Gentlemen”, “Dear Customer(s)”. “Dear Reader(s)” %,

7) Subject Line ( £H42/Fdy)

HERFEFEMENRETREARETHREXHEEANER, FHNTRELEGHK, [
FH(E FHERIERER .. XEMAaTHKE., #Mb, TRi%k. FEAEEEMLE “Re:”, A
& “RTF7, BiHEdm. Fw:

Re: Your Order No. 568 for 60 Japanese Cars

8) Letter Body ( EX )

EXRERMTEE, REEFAWEE. Bk, BHE, ERNSFFRNEZERSS, LA
PHBREAEREES (— M BRE—MEB) . BEHR), AFERETFRE TN KE. of
NABS—, REMHLEN. #&, BN ERRE AL RE HEBHLRAME—T -/
—H. FINRLEAE=ZZVITEXHAE, N"EXBRENEITHEA L—TE8TF—0FF
B, BEREBEFH—TUHEFHERE. LA AMFERE T BESEREENES, A
FEERIBELENRTFRAES.

9) Complimentary Close ( & %£-4 Ri%/4 B4GE )

SERBIBHAT I XHBFERE “-enm W b SFinl. 45 REOERE T BWE R E— BT
BT, ATES, HATITFENERE, MSHHSFFREFEBES (EX/FFBRRRD,
BERE I LRI, b F—3, BFRAFRSFR. BEREATBREAMRR, &
g BHOER

Best regards Yours

With kind regards Cordially
Cordially yours Sincerely
Sincerely yours Yours sincerely
Truly yours Yours truly
Faithfully yours Respectfully
Yours respectfully Very respectfully

10) Signature (£ .%/F %)

RS ERRNEREARURELERBETRELES. EEXGHRT, REEFEER
Z THEN L H OREL R LA, REFRAL, AIEARRBSARME EZRREITE
R, XHEREMEN 7 BB EAMME, MRAE, e NRBRY), EFW#E. Flw:

(Signature)

Richard Owen

Marketing Manager

The Eastern Trading Co.

(Signature)

Catherine Ostler
Coordinator, ESL Program
Capilano College



10 RRBFHEEE
Contemporary Business English Writing

11) Enclosure Notation/Enc ( #+44:£80 )
52 2 T H8E—14T, /=W Enc 8 Encs, MHHERBEE LM, DEWHFANER. Fla:

Enclosure Enclosures (2)
Enc a/s (As stated) Enc One check (FEMHHE —5KZL )
Enclosures: (1) Invoices

(2) Pictures

12) Carbon Copy/CC ( £ AE8/4)i% )

SEEMFERIEIIRGHRAMBA, FNEILEGEE SE ORI RATEA, AERSE
RBGHA A (BUA T/ 8 CC (Carbon Copy). CCto B copyto JKER, JEMRIAKHEA
FIEaFkAT. BABIAEANE FER B KT HT, #lin “Copy to Mr. Wright, President”.

13) Postscript/PS ( K %£)

“MHE” X “HR”, MTHARIET T4, —&A PS JFk, RIFREEREX
RENRHANE. WE—CEABSHE, —REATNRERAEH, LSS AE T IESL
BAEKNER. B2 FHEATNE, MM KEEFBERI,

2. Layout of Business Letters (5 {5&MHER)

HIMEESBEREAE: 483X (Indented Style), ¥73k3X (Semi-block Style). F¥
3k (Block Style). 582553k (Complete/Full Block Style). 7775 3kz{ (Square-blocked Style).
Hep, BeFLANEHRAT ZRRT, EWEBERF SRR, HEEsE. B, Bk
IRMEFEETIR . DUT X LA B4R i

1) Indented Style ( it X, )

XA, FARIEEITRIRGEH 2~3 4%, B BREITEFHERE4~5#%, H
hERNAE 5L RANMNEMRR. Q8. SFREERAEATEMN TROPMNE.

Letterhead/Heading

Date
Inside Address

Salutation
Letter Body

Complimentary Close
Signature
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2) Semi-block Style ( ¥ #kX)
X R G4 AR AL, ME— X B RAE N HEA T E S5t .

Letterhead/Heading
Date
Inside Address
Salutation
Letter Body
Complimentary Close
Signature

3) Block Style ( #% X))
EXMEAT, BREL. B, SRBENEZHED, HiE ST LM LR
Fih. BREITAFTES E.

Letterhead/Heading
Date

Inside Address

Salutation




12 NRBEIESHE

Contemporary Business English Writing

Letter Body

Complimentary Close

Signature

4) Complete/Full Block Style ( T4 7k X))

XF R AEXEERBIT, THERM, FHEOABBEREE. £ KK+, A
FATMMNELRITE. F8, BHEFHLTESESE BB, SRttt RITE. 36
WA, ERBERERZS, #HENLHNT QNEITE. XMEREB. 5T, 2/
15 B A8 F B A B — A

X H R TR AR A5 (Open Punctuation), H#EH A 5440y 2 10 FIE 548,
fEAHNE ATARBRERAFTS, KIENEREHEREIMGSFSHER. BMsz. BT
FHIE ORI R MR SRS, URRRMIKERNSIRELSL, MEAMEMR SRS

EPPHEREHIELR EEBERATeF LR, AT BAFA.

Letterhead/Heading
Date

Inside Address

Salutation

Letter Body




