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Styles and Features in LLanguage for

International Business English
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[] Keys to Exercises (&3 &%XR)

1) Comprehension Questions:

(1) Generally speaking, practical English writings can be classified
into eight kinds: letters, commercial documents, etiquette
documents, contract or deed, informative and revelational
documents, bills and vouchers, documents for meeting affairs,
etc.

(2) The special commercial documents include quotation sheets,
letters of credit, certificates of entrustment, letters of intent,
letters of complaint, letters of claims, etc.

(3) Etiquette documents can be divided into congratulatory
documents and condolatory documents.

(4) Contract or deed includes intention agreement, sales
confirmation, agency agreement, contract, cultural exchange
agreement, letter of appointment, stipulations of agreement,etc.

(5) Informative and revelational documents are used to inform the
public of something or to bring something into a public notice.

(6) Expository writing is used to explain or illustrate something. For
example, the instruction is used to explain the properties,
quality and model of a product; caption is used to illustrate the
film; trademark is used to mark the brand of a product.

(7) Some stipulations of agreement, such as joint communiqué, joint



(8)

(€D
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statement, joint pledge., contract, etc. have the function of
stipulation, which means that these documents are binding on
every party signed, and that the party who breaks the terms bear
political, economical or moral responsibility.

It means that to almost all the practical English writings, the
first function is to inform or to remind the counterpart or the
public of a certain thing or public affair. Besides expository
writing has explanatory function. In a word, the so-called
“function of information and understanding” is to inform
somebody of something and let him or her to act as the practical
English writing told.

The function of voucher is the function of evidence. All the
documents to external association almost have function of
voucher, Especially all kinds of contracts, agreements,
certificates, orders, letters of credit, bills, receipts, IOUs,
shipping documents, letters of introduction, letters of

reservation, etc, have obvious function of vouchers.

(10) In order to write practical English writings, the author should

have a good command of standard modern English, all kinds of
social knowledge, knowledge of technical terms, knowledge of
social psychology and knowledge of various profession, such as

secretary, management, business theory and practice, etc.

(11) Because practical English writing has its specific language style,

that is, the essential language characteristics which are called
the seven “ Cs”:. completeness, concreteness, clearness,

conciseness, courtesy, consideration and correctness.

(12) Because a practical English writing is successful and functions well only

when it contains all the necessary information to the readers, and
answers all the questions and requirements put forward by the readers.
The so-called “completeness” is to see to it that all the matters are
stated or discussed, all the questions are answered or explained, and

all information are provided.

(13) In a general and vague message, everything seems to be

Practical English for Foreign

Trade Communication

— Translation. Keys to Exercises and Discrimination on
Common Erroneous Sentences
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mentioned, but actually, few are fully expounded. The readers
only have a vague impression of what you try to achieve, so he
or she is at a loss how to react upon reading your message.
Especially for contracts, agreements, announcements, notices,
found, posters, advertisements and business letters calling for
specific reply, as offer, inquiring trade terms, etc, the
“concreteness” must be always stressed as the general or vague
message will cause unnecessary troubles and disputes.

The so-called “clearness” is to make sure what you write so
clear that it can’t be misunderstood. As a writer, you should
have a concrete idea in your mind of what you are going to
achieve. Only a clear mind can express clearly. In order to make
what you write clear, you should pay attention to choosing the
concise and straight-forward expressions and trying to avoid
using the words and sentences equivocal in meaning; pay
attention to the position of the modifier; pay attention to the
object of the pronoun and the relations between the relative
pronoun and the antecedent; pay attention to rationality in
logic, the variety in the sentence structure, the compact in plot
and coherence in meaning; pay attention to the logicality of the
full text.

“Conciseness” means you should clearly express what you need
to do in a short and pithy style of writing as possible as you can
without sacrificing completeness, concreteness and courtesy.
The definition of the “You-attitude” is to put yourself in the
position of the recipient and take into consideration his demand,
hope, interests and so on.

Because a letter expressed in the way of refined and courteous
urbane can make yourself set up an honest and enthusiastic
image with good artistic appreciation and professional ethics in
the eyes of the readers who will be glad to cooperate with you
and serve you whole-heartedly.

If the sentence is rewritten like “We assure you that the goods
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will be shipped by July 20”7, it will be better, because it
explains the problem in a positive way.

(19) Correctness refers much more than that of grammar,
punctuation and spelling of words, which are the basic
elements. The writer should also bear in mind the following: @O
Choose the only accurate facts, words and figures. @ Take a
matter-of-fact attitude to clearly state what you will say. Don’t
overstate or understate. (3 Pay attention to the correct
understanding and using the commercial terms and jargons.

(20) Because if the practical English writings for international business are
not correct, they may be misunderstood and even go astray. Practical
English writings for international business, especially, business letters
often are bases for various commercial documents such as contracts and
agreements, so they are concerned with the rights, obligation, etc of
the both sides of a trade, the fact of which must call special attention

from writers.

2) Rewrite the Following Sentences and Make Them More

Correct, Positive and Polite:

(1) For the past two years, no order has been given to us.

(2) We are afraid we can’t comply with your request.

(3) Would you please compare our goods with that of other firms?

(4) We hope you will effect a full settlement of our claim.

(5) We would like to make it clear that for further transaction, D/P
will only be acceptable if the amount involved for each transaction
is not up to U. S. $1 000 or its equivalent in RMB at the
conversion rate than prevailing.

(6) We regret to inform you that the goods shipped by SS East Wind
arrived in such an unsatisfactory condition that we can not take
delivery, but lodge a claim with you.

(7) We request your immediate payment.

(8) We presume that there must be some reason for your having

trouble with this article.

Practical English for Foreign
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(9) We will gladly refund when the returned items are clean and

resalable.

3) Compare the Two Letters, You Will Find Letter B Is Written
in a Positive Way. Then Try to Translate Them into Chinese.

Letter A

Dear Sirs,

We received your letter of September 21 relative to inquiries for
Ammonium Sulphate from West African and South East Asian clients,
which we read with much interest.

We regret to inform you, however, that all the makers of
Ammonium Sulphate here decided to export this commodity to Latin
America 360 thousand tons in total, and this caused the authorities to
suspend the export licence for this commodity for areas other than Latin
America, anticipating the shortage in the domestic market, until the
end of December.

Much to our regret, we have to wait for the time and give up the
pleasure of doing business for the time being.

Sincerely soliciting your kind understanding of the above and
assuring you of our best services at all times.

Yours truly,

FEC:
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Letter B

Dear Sirs,

We thank you for your letter of September 21 regarding
Ammonium Sulphate, for which you have received inquiries from your
customers in West Africa and Southeast Asia.

We wish we could have received your inquiry a little earlier. On the
very day it reached us, a contract was signed with Mexico for a total of
360 000 tons. Because of this, our Government has decided not to grant
export licences for the commodity for areas other than Mexico until
December 31, 2000, expecting the shortage which may be caused in the
domestic market.

Therefore, we shall be pleased to inform you in detail as soon as
the circumstances become favourable for us to do business in this line.

Yours truly,

PEIC
PR SEAA]

UHEARAT 9 A 21 H eR L S& TARAT S W) PG A R 1 0B A0 B TR B

—H.

AR AR5 B A AR ORI T TR AR B IR Fe AL 19 25 K . — 173 i 25 74 5F
HH 360 000 t MR A& R C 222 % . Pt , 3k [ BUR U 0T RE 51 2 1%
T A 7E [ N T 3 BB BT, U EAE 2000 4F 12 A 31 H Firss & 25 v &F LAk

DX B TR et 10 /R T IE
PR s — B DA M T B AT R 3 S L AT TR R T 1R

RSB TR Y

Practical English for Foreign
Trade Communication

— Translation. Keys to Exercises and Discrimination on

Common Erroneous Sentences

« 7 .

{



