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Section 1

General Tips for Modern
Business Writing
PR

mmm (ARBESE5ESIOHENE )

Focus on:

1.1 Avoiding wordy and redundant phrases (BEFRIEFEHEA TURK . BHFEE )

1.2 Using small words ( {# FHf&j B840 )

1.3 Avoiding sexist language ( 34 FA P FIEAR BB A9 1R )

1.4 Using modern business language ( i FHEMR R %5 FiE )

1.5 Using less clichés and jargon ( 2> FH R ia] 7 % B2 b 4736 )

1.6 Avoiding vague expressions ( G FH B B %3k )

1.7 Avoiding negative wording ( &4 F & 2 FUFEEE )

1.8 Knowing the proper use of the commonly misused words and phrases ( 1EAf{di F—4£t
SR « RAEEL )

1.9 Using active voice more (i FzhiEZA )

1.10 Using more short sentences ( Z5{di F%5 /%] )

1.11 Using a natural, conversational style ( XUi& H 48R, &1L )

1.12 Using courteous expressions ( f##E+L5H1544 )

1.13 Using YOUR attitude ( A*1 /5% )

1.14 Using more paragraphs ( {#i FH/NEEY% )

1.15 Shortening or deleting warming-up paragraphs ( 4% 55 il B3 2E e S AU i) B 7% )

1.16 Identifying the purpose of the writing in the beginning ( 73k S FHE/EH A )

1.17 Basing your opinion on facts ( M5 3T )

1.18 Crossing out unnecessary closings ( %% &R il 4E 75 2 )




1.1 Avoiding wordy and redundant phrases ( B i FE 0K . BHEEE )

1 95 BRI RERL T B T, A A B 2RIk R A — DB R B RE R A Y &
B, BARSHEEXNERA T WA, BRI REE . LU 25 “wordy”
(A5 TCK ) F “redundant” ( BEEEE ) W7 2B UL «

Wordy Concise

There is no existing system that can do this. No system can do this.

The regulations are provided in the booklet. The regulations are in the booklet.
as you may or may not know as you may know

at all times always

at this point in time now

in compliance with your request at your request

LI EFIFULE, RS SERNSEZHAFRNES, BEENEEER. —HTA., )t
Ah, 4N “free gift” “foreign imports” ZFiAl thid T 2%, AEEK, “gift” AHHEHRTH,
ATEFIN “free”, [AFE “imports” 22K H EHAMY, JTGFHEFINL “foreign”. HEL FHIF, £
NBFEE, ABNEER T, fFEIRE 5 IOE SR

Redundant Concise
actual experience experience
advance plan plan

a great honor and a privilege an honor
as a general rule as arule
basic essentials basics
current status status
different varieties varieties
close proximity near
continue on continue
absolutely perfect perfect
final outcome outcome
first and foremost first
goals and objectives goals
group meeting meeting

Exercise One

Find a concise expression similar in meaning to the following ones.

A. in the event that 1.




1.2 Using small words ( i FH & 5]y )

FRS-"TXOTWMEMUOW

in the very near future
can be in a position to

. prior to

necessary requisite

new breakthrough

. overall plan
. past history

repeat again

small in size

. true facts

tuition fees

O 00 X O W B 19

._
e

e
N =

P12 %5 SE B AER, — AR A AR Ay, BOESCEr  BRAH, BURE 5
KIFGEE R Z MR ER/NA, — B | BEEENRE S AR A SER R,
] R4 A AE TR O SR A . ER S sD, B SN BRRWE | FiA1F
BRI 7, MEHEmX 2 A S SCk . HE LTI

Big words
We will ameliorate the quality soon.

The aggregate cost of the three projects
amounts to $786,000.
This is the optimum method.

We will study the price-list you furnished.
ascertain

assist
commencement

Exercise Two

Small words

We will improve our quality soon.

The total cost of the three projects is
$786,000.

This is the best solution.

We will study the price you sent.

find out

help

start

Find a simple word similar in meaning to the following words.

OTMmUOw»

. currently

duplicate
demonstrate

. facilitate

premium

terminate

. utilize

SV o o e




1.3 Avoiding sexist language ( 50 df HAT P00 Z A 1))

A&, BEE RO AN BT, BORBZE B otk JUHR oA 3 B X & A
PR FIRARBUR . A L HER A FTEMERFANE T B, fErRsiEs, AAX—
R ISR, B SRS B G A P B AR X A U AR A
IR, ZEh AR rT R, AAfF &R 5 B IR S

Improper Proper

businessman businessperson (businesspeople)
postman mail carrier

fireman firefighter

policeman police officer

TEEPRR 5 EES, PRI P E R BB, n
1) R EAEAZ R, ARHE. 40 “Typically, a manager will call a meeting.”

2) AR EEIEA . 11 “Employees must decide for themselves.”
“Each employee must decide for himself.” (4517 #1 )

3) A AFRE “You” A PERIEARAIAIF . U1 “You must sell three cars every month.”
“All salesmen must sell three cars every month.” (45|41 )
4) KH “he or she” BUIEL. U1 “A manager must make sure that he or she do the right job.”

Exercise Three

Find a non-sexist word similar in meaning to the following words.

A. chairman 1.
B. salesman 2.
C. spokesman 3.
D. stewardess 4.
E. workman 5.

1.4 Using modern business language ( i HIE/CHT 55 Hif )

—HLUR, FFIEESED i TIEXSPRIHRZRIE, 41 “As per your request”, “Pursu-
ant to our conversation” 55, XLEFRIKR OIS, AFEHAFEFSIERIEL, FHEEESTERL
MERBBUIRX 77, IR LRI R E KRB, itt, e S S1ES, N
RTS8 5 R G I G FIEX M FRIE . LU 2Lt i SR %5 KB HIXT H

Old-fashioned Modern
I am not in a position to recommend you. I cannot recommend you.
Kindly send us the booklets. Please send us the booklets.

4 - S



1 ection

We deem it advisable for you to wait. We suggest you wait.
I am sending you the price list under sepa- I am sending you the price list separately.
rate cover.

Exercise Four

Improve the following sentences by using modern expressions.

A. This is to acknowledge the receipt of your letter of July 3.

B. We acknowledge with thanks the receipt of your letter dated July 3.

C. We are holding a three-day symposium in lieu of a two-day symposium.

D. We succeeded by virtue of our experience.

E. Should you require any further information, please do not hesitate to contact us.

F. We look forward to receiving your esteemed order in due course.

1.5 Using less clichés and jargon ( /U HFRia] il iS5z @il A il )

iRl i ( clichés ) H8 A2 AR L dy {8 PR Ao 000 B 1 2k 25 J A 0 e SR Fn 6 ) Rl . 4
“first and foremost”, “last but not least” %5, X L3RIk Fy T FI#5 AN fii A BRialiif . 25
f#IAAL A : “beyond the shadow of a doubt, bury the hatchet, state of the art, hit the nail on the
head, run it up the flagpole, take the ball and run with it” .

19 (jargon ) e —FEE M AR HMES . ILPE T EA B CITIE. ERSF
B, R AT REAE AR SCRDR BRI LA TG , B = A 1R % . DA R —28% R R AT
EAEPE Sy

Jargon Synonymous expressions
deplane get off the plane

in-service provide on-the-job training
interface talk with

Exercise Five

Change the following jargon into proper expressions.

A. pub date ( )




B. needs assessment ( )

C. one twenty ( )
D. functionality ( )
E. The doctor completed the operation skin to skin. ( )

1.6 Avoiding vague expressions ( i 7 {ifi ] 25 VBRI i 228 )

REEEY, ARSI — Lo 71 AT B R 8l 18, X RN RIA TR i 7 A 1R
MRS, I, FSEENREREN B, SHrEmw, NAEE. fHRrE . BIENE
kb K e S —RIE 4 . A sh i ; i 2o HE R e EAR RS LERH .
ALFSANLh TR EEfH S S MiEE, S35 I0E R . B “Our
contract will be finalized next week?” H1f{] “finalized” BEAWIHH, & F T EAEL, B2
BT EL, S TERESEY, EEAANER. mESED, BRUEREAN T LI
Y, LATRFNEE T — S ek OB

Vague Concrete

Does wholesale have a positive impact? Does wholesale increase our profits?

This will give us enough time to reach some This will give us enough time to determine
meaningful conclusions. our budget.

Exercise Six

Improve the following sentences by using clear expressions.

A. As requested, I phoned some agents who had not been informed.

B. Please send the sales contract to me ASAP.

C. We accomplished a lot at this meeting.

1.7 Avoiding negative wording ( i (i F 5 72 (45 FF )

MG A SEHLAS RS 75 € BRI BUEE , IX PP 0K # B 3 X AR BT 4%
P AR F R 553008 . B %5 B ED RSk EA RS & B XiaLE, R e S ERE
ik, BMERAAMIER T, AR EREEE EREHOE, MEoRAERSBRAIEIMES, UIME
St R Rz . BT S IAE R B AR T HUOFEGT &R, ARSI 77 S A
X, BIER HEE R T R AME B s 7 R BUCE 2 173, LAERREIES

BN “You did not send us your L/C at the end of last month.” —#JH ] “did not” #L & A
TAARNES, BRI CRE. F-0: “Your lack of carefulness is the cause of the problem.” H1
1) “lack of” MIf&3A T XF X4 A B ™ E A . X P a) v] 43 FIHEMCH : “Could you please send

us your L/C by the end of this month?” “We would appreciate it if you could solve the problem for




us.” FHAFaalREESHEEREMNITH

Negative Positive

This letter is concerning your inability to Did you receive our invoice?

remit payment on our invoice.

This kind of unfortunate incident will not Future transactions will be handled with

occur in the future. great care.

The pricing scheme you suggested for this If we can increase the profit by 10 percent,

product is not practical. the pricing scheme you suggested could
work.

Exercise Seven

Improve the following sentences by using positive tone.

A. You frequently did not show up for work on time.

B. We will not make your shipment until we receive the payment.

C. We cannot release the names of our clients.

1.8 Knowing the proper use of the commonly misused words and phrases ( (E#fi{li H] 5 R |
ERHEYIAE )
BHESES, AREACRAESIRE, 2% 1EM, TEEICEEMBHSEHREL, W
“hopefully” X—iAfER & BE P& B, HEEAHME R, TR —SHEE
Zy M RIIRIL, AT HEAR

Ability means the state of being able or the power to do something. e. g. He has the
ability to write a 600-word essay within one hour.

Capacity means the power of receiving or containing. e. g. The computer has the ca-
pacity to hold 7 plug-in boards.

Advise means to offer counsel and suggestions. e. g. | advise that you buy a MP3.

Inform means to communicate information. e. g. He informs us that our shipment
hasn’t arrived yet.

Affect is a verb meaning to change or influence.

Effect is a verb meaning to bring about. It is also a noun meaning result or out-

come. e. g. The report will have a satisfying effect.
Because of means by reason of. e. g. The meeting was delayed because of heavy traffic.




Due to

Beside
Besides

Convince

Persuade

Disinterested
Uninterested

Hopefully
Practicable
Practical
Percent

Percentage

Presently
At present

Principal

Principle

Exercise Eight

ection 1

means attributable to. e. g. Her promotion to president was due to her mana-
gerial skills.

means at the side of.

means in addition to. e. g. Besides the fees from advertising, we need also to
spend a great of money on new office equipment.

means to cause someone to believe something. e. g. The statistics convinced
me that improved quality controls are necessary.

means to cause someone to do something. e. g. My secretary persuaded me
to drink tea, for she thought that it was good to my health.

means impartial.

means not interested. e. g. He is uninterested in this kind of business as it is
not concerned with his major.

means in a hopeful manner or filled with hope. The phrase “hopefully the
situation will improve” makes no sense because the situation cannot be filled
with hope.

means that which appea}'s to be feasible.

is an adjective used to indicate that a thing or activity is useful.

means per hundred.

means a proportion of share in relation to a whole. e. g. My company has a
small percentage of this market.

means SOOn.

means now. e. g. At present, we are expanding our foreign market especially
in Germany and France.

is used as a noun meaning head of a school, a main participant, a sum of money.
As an adjective, it means first or highest in rank, worth, or importance.

is a basic law or truth.

Choose the correct word for each sentence.

~ X oMMy AOw>

. She works for an advertisement/advertising agency.

. How will the increase in interest rates affect/effect youf sales?

. My bank manager has agreed to borrow/lend me another $ 2,000.

. We’ve had to cancel/postpone the meeting until next Monday.
These machines are controlled/inspected at least once a day.
My plane was delayed/postponed by an hour due to engine failure.

. Before coming here, I studied economics/economy at university.

. I am interested/interesting in their new camera.

She applied for a job/work as a personnel officer.



