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© Chapter 1

Principles of
Business Writing

BB RIEEFRRN

R0 95 SV N A SCAE A B M 5 R PR 25165 30 o ) 0 R BRSRBR 2, EE R R T ML S S AR i
RORAETHEFEERER . THMNERERNFIOENAXEENERFRS SARLFN
WARKGRIFFEER. EEHFHFIOENAL, BAERA—ERIXEFKTSLH
R HIK, NMABMERSFNMASCHSEERNRE R, R REEER S IENE
T, AMEENERARNSERTS. BRikzst, BETEEFEEN—RESENXS,
PLERESEENELN. AL kEMFES . ROGMERRESIEENATES, 4 RERR
FICENAXHPENE. BERETERY, BP¥BRERRMESIENAL. WHHEE
RLFSCHERA =F: B—FEEFSER; B _MEAESFZENEE. W, &S,
LEE; BoMRABFROAMSE, EEHEREMA AR, BE. FR. B, E%. HE.
Wiz, %%,

ﬁ%%;@g Effective Business Writing Principle

ESELFEF LI EHEL AN, BP #E#E (correctness )« 7 2 (clarity ) f&j ¥ ( conciseness )«
BA£ (concreteness). 5¢% (completeness). &% (consideration) F1FLE% (courtesy), tLAY{E
% 51ER 7C FE .
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1. JEff(correctness)

WX B, RSFESERMERIER AR S, AAMERER, EfMEHE

MR RS, HEE.
(1) 45 4/01E 5 A%

RAERT IEXBE B BTSN, MIREHIEMIES, SREJREXRESEx.

HSERAFESBER, TTERAEMEMANOIE. FHB T mMAAE)E:
Formal Informal
approximately about
inquire ask
obtain receive
assist help
participate share
construct build
purchase buy
sufficient enough
utilize use

(2) HERARIE RS

B FIOESERNIZRAERIEE. HE. FEMEFERNIERA.

2. ;B (clarity)

BREEBSEPESHZHESR, SHERNARAGE%, RUEN, BRSO, H3EE

& N: Clarity means your purpose and the words are clear to your readers so that the recipients

can interpret your words with the same meaning you have in mind.

(1) #Z#8A7 R (logical organization)

W FA BB AT R 7 i

@ BHH K FK(cause and effect)

@ H (8] (chronological development)
® FF3IRF (sequential development)

@ H.8i(comparison)

® — A F|RFP (from general to specific)
® Hr%k 3 — M (from specific to general)

(2) &HH 4 A) 5 BPE (well-written sentences and paragraphs)
EHFEESESR, NZAEZHATHRENEHEKE, B&MKa. Ea). Fa.
BRASHARKERYHERE. HE TEENEF:

ABC Corporation was founded thirty years ago, and it now has branch offices in four provinces,
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and it employs nearly 300 individuals. (Poor)

ABC Corporation was founded thirty years ago. With branch offices in four provinces, it now
employs nearly 300 individuals. (Revised)

(3) 4i—5—F ¥ (unity and coherence)

ERFRESES, 81 BREHEBRS— RSN EL E#ETRUE, TEF TR
% A — A E ) (topic sentence), —MIZHIEBERERE, HAK AT N ESE €#AT
WiE, —Hn—3, EMEFBEE L. A 75620, BRESREZMEREREWEN,
HREEHR.

(4) 5#if(emphasis)

EHFIOESED, AN RERAELRE, AH, 7F, URBENNOER, ATELR
A—SHIFR, mintELk, K5, SEHAREMTE. Sie%.

(5) 34K F A8 fY)1E 5] (avoid ambiguous sentences)

3. {5);& (conciseness)

FERUABEFEEEENRREESR, REBEAEREARTELRIATR THETREDK
AARE A ERE. FSRIESEERNBFEREEE, XA AKTRSEEHA.

(1) FE ¥ #9175 (use simple language).

(2) /b F ¥ 1a] i 1 (omit trite expressions).

(3) BERITTKRIFRATT AT ZE ) E H (avoid wordy expressions and unnecessary repetition)

HE FPRTPOWAGF, LB TERI5BRERZE:

Wordy Concise
we would like to please
a long period of time a long time
1 expected it to be expected
during the year of 1995 during 1995
for the development of for developing
during the time that while

(4) Mtk B E H B 7t (remove unneeded facts).

WRA P HIF LR MR E N TRIRR, AN ZENRBIE E NI,
(5) ZEAEINESHATFEHLUARREER.

HHR T EAE 6T

Payment of their accounts will be made by John next week. (Poor)

John will pay their accounts next week. (Revised)



W TABSKESHRE

4. B{K(concreteness)

HTRSEIESEERNEZRE. B, FEik, SREEHWAH. BERES, BEET
Lt E R, WS, VIR B . JEEMBEAN: Concreteness means the writing should
be specific, definite and vivid rather than vague, general and abstract.

(1) ReTreshi@fLeAmE . BAEKER.

(2) ZEHBEREC, BefRAMREEL, HAMRERILCEES ANERLEES.
SR

HE TRPMHAL T, R — TSI SBSENE:

Poor Revised
a significant loss a 55 percent loss
in the near future by Thursday afternoon
the majority 70 percent

5. 5E¥(completeness)

BHFEESERNNEZLEBAE, EMEARBRRETRESFEHERSK.

HHBETEAIT:

As to format, a business letter should include a letterhead, date, inside address, salutation, and
subject, body of letter, complimentary close and signature. (Poor)

As to information, the writer should strive to make all points detailed, and answer all questions
asked or implied. (Revised)

6. {ki%(consideration)

MXF 75 i BE R (you-attitude), BEFEFFAN ARIFR. BE, &g, MEEm. 5EH
RIJE, REBRNEEARRL.

7. #L35 (courtesy)

B IGESEFRALREN, HARERA - LEEMNGN, TMRE —MEAT2EXH
HE., BEENKENTRSE. LSRN EZEERET LA TIE:

(1) fERALSA LRI

(2) #& #1844k (appropriate wording);

(3) G FA 1 B k) 3] 5 5

(4) B2 & (timely response).
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Sample 1

Dear Lily,

I am writing to you about your order of January 25th.

You asked for twenty packets of green photocopy paper. Unfortunately, our suppliers have said
that this color is out of stock now and can not be sent to us until Friday. But they can send almost
any other color right away. Would you like to take another color — the blue’s nice — or will you

- wait?

In addition, the new envelops they’ve sent us are not as wide as the old stock without other f
differences. Is this all right? (

By the way, you asked for another filing cabinet. It could be either two or four drawers. Which
- one do you want?

~ Please let us know your decisions ASAP. Hope we can have a good cooperation!

Best wishes.

Tom

6& Sample 2

Dear Susan,

Sorry for my late response. I was traveling and also have been busy organizing the business
structure of our operations here in China. Right now we are settled and ready to start.

I want to introduce to you Iris Zhang. She will be our representative here in China and will follow

e o e P i S R
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our current projects.

My partners in Mexico have selected one style of your products and want to start the business.
' Find attached the style image selected. From your side we need you to send us the following
information ASAP:
. 1. FOB cost per unit.
2. Please let me know your payment terms.
3. For production lead time, I remember you mentioned 45 days but this will be very long. Is it
 possible to shorten your lead time? Please check with the people at the factory and let me know
the best you can do.
4. Please let me know the packaging specification. I need to provide this information to the team
in Mexico. We want to make sure the product will arrive without damage. Iris will contact you
tomorrow. Could you please send her your contact phone number?

- Thanks for your patience and looking forward to your early reply.

Best regards!
. John

“% Sample 3

i

| Put (V) before the sentences that adopt you-attitude in writing.

' __ 1. I'negotiated an agreement with Apex Rent-a-Car that gives you a discount of 20%.
| +/ 2. You now can get a 20% discount when you rent a car from Apex.
- /3. The 500 red and gray sweatshirts you ordered were shipped today and will reach you early
| next week.
8 ___ 4. We shipped your order today.
'__ 5. We provide the latest exercise equipment to all employees in RAC Inc.
6. You have access to the latest exercise equipment as an employee of RAC Inc.
1 /7. The Model GSK, a similar instrument, is in stock, and you could have it at the same price

DR T R T S —

6
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as the GSF.
8. The Model GSK, a similar instrument, is in stock, and we can offer it at the same price as i
the GSF.

9. We will ship the order as soon as it is confirmed.

/_10. It will be shipped as soon as you confirm this.

Notes on the Samples

1. T am writing to you about your order of January 25th.
EREXTF—HZTHBEMITE.
WAFIIRILERERASEEE, FI 7T HSERERI TR S, RS R 8
E ke, BIAREX 7 R AARIT B
order 1T#, I
Can you rearrange your schedule and make my order top priority?
REER EHLZH— TR R], ERAITB5E?
2. photocopy paper R EI4%, FTEI4R
We would like to place an order for “A4 Photocopy Paper”.
AT A4 RENLR.
3. Would you like to take another color — the blue is nice — or will you wait?
HAMEGERER, AR, WLG? HEEEREEER?
A, EFAEHRGMAER TR, AL T AL SR .
4. stock {717
Do you have any grey pullovers in stock?
TRITHR BB L BRE G
5. FOB: free onboard 485, =A “BEME, M LEZHME”, RIFBARZEZEE KM
G R AR B i LT AR, N AGSENMRZ PRI .
Is this your FOB quotation?
PROTAIR AT R B R A2
6. Find attached the style image selected.
W BR Pt A b a2 77 o ) B
7. Please check with the people at the factory and let me know the best you can do.
HET T ANRBEIFE BT E RS R
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check with l_:j ...... y}ﬁ’ [‘,5] ...... 5%%
Check with your personal doctor to see if you should be taking this medication.
MR ANEESRINA—T, BEEREENRAXMAY).
8. Thanks for your patience and look forward to your early reply.
RPHERm L, BREHEER.
BREGRNHEIALTME, FrUMEERRBEHRGIRHAEN T FHEHE. 1amlooking
forward to your early reply %15 i *F & F IS5 RIS, WA H Please answer me as soon
as possible 5% Write me soon/early.

:%’ e 0 .
@& Writing Skills

EEENEIRA, FEESHELRTRMNES.

 EEN B ORAER . i W

CHCRATT, MAR YR REPMRAAF T, MEAEHDEA.

- B A A AR ) SR A B O RO A E S e SRR S .

MER R, TMARESAA, FalYW R TR .

ek E 2 O NI T Db

. FRIERER EAEENES: © BANMERERZEN; @ BLESLIERMEN; @ A
TR XS TR

8. fEMIMBiA . MR FR R, JFREM RIS HRAL.

9. B fR(E B RIS B L.

~N N L B W N -

1. T am writing to...
RENT - TILESE.
2. Would you like to...

TERBIE
3. ASAP = as soon as possible
Rk
4. Sorry for my late response...
HECREEANEE, GRHERD -
5. Find attached the...
T

8



Chapter 1 Principles of Business Writing &35S e EN ¥

6. From your side we need you to send me the following information ASAP.
BATTRE ST RRARUTER
7. Is it possible...
BTG T feeeeer
8. Please let me know...
HEVRRAT e
9. Look forward to your early reply.
FEROWKE (Er) HE.
10. We are pleased to have this opportunity of reminding you that (of)...
BITIRE AW REARTT e
11. Please allow us to call your attention to...
R REEAR T ER
12. The purpose of this letter is to inform you that (of)...
St eR B KRB EIYRTT +e e

13. Please inform me that (of)...

14. I should be obliged if you would inform me that (of)...
R T A - - FAG IR BB

15. We thank you for your letter on May 5th.
R I I H HIRAE -

16. We are obliged for your letter on May 5th.
WER T LA L HBIRAS

17. Many thanks for your letter on May 5th.
WERTT L H L HEIRAE -

18. In reply to your letter on May 5th, I have to inform you that (of)...
ZEFHTHEAAARRE, BRARTT

19. In response to your letter on May 5th, I wish to say that...
ZEAFRT A LHERE, SRR -

20. Replying to yours of February 8th regarding..., [ would say that...

BIARTT — NEE e (IR, B HART e
21. We regret to inform you that (of)...

22. We very much regret to announce you that...

I B R S e
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23. It is with our greatest regret that we must inform you that (of)...
FEH ARG FE e

24. We are very sorry to hear (know) that...
e BATE AR IR

25. We very much regret to hear that...
e BATE B IE

26. It is with great regret that we just learn that...
e BAVE AR

27. 1 thank you for your inquiry on May 10th.
BATH FEIA+ BREAEG, RREE.

28. We are very much obliged by your enquiry dated on May 10th.
RIS FEHEILA T HERBREAN, BREHE.

29. Enclosed please find...
SRR - R

30. We are pleased to enclose herewith...
2R - UL

31. Attached you will find...
SRR e

32. We hope to receive your letter at an early date.
BrEREHES

33. A prompt reply would greatly oblige us.
MEHER.

34. We should be obliged by your early (prompt) reply.
BrREHER.

35. We should appreciate an early reply.
mEHESR.

Activity 1
Abbreviations like ASAP (as soon as possible, /R{8), FOB (free on board, B/ #) are

commonly used in business writing. Choose an appropriate abbreviation from the list to fill in each
blank.

10
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' CIF (cost, insurance and freight, {4, {REINEH/TE -0+ Hr#E, 2R

: ‘B/L (bill of lading, &) P/I (performa invoice, JERKE)
" T/T (telegraphic transfer, FEL) PA (personal assistant, > ABhH)
. MD (managing director, 22 #H) REP (representative, #E{E)

L/C (letter of credit, 15 i)

o

1. When the goods are ready for shipment, it is the duty of exporter to see it that the goods are loaded
on board, following which the importer will get from the shipping company a
2. We accept your order and wish to assure you that delivery will be made immediately we receive

your .

3. We have an international sales team to serve international customers. You could contact with our
sales in your region through phone, fax, E-mail or MSN.

4. We are able to do both and FOB prices.

5. We received 250 pieces of “Hard discs” on Dec. 7th with a commercial invoice of USD 7,147.5,
and on Nov. 23rd we paid the with USD 7,222.5, so there is a balance of USD 75. Would

. you please send us a credit note for this overpayment?

6. The should provide secretarial and administrative support to the new business director

of the company, arranging meetings, preparing his agenda and so on.

7. Payment shall be made in US dollars by means of a 50% of order amount by and
payment shall be remitted to the manufacturer not later than 45 days prior to the expected delivery
date of the order.

8. In most companies, the is the senior executive director, subordinate only to the chairman
of the board.

Activity 2

In business writing, clarity means one sentence expressing one meaning only in a simple and direct
way, and there must be logical relationship between different sentences. For instance, I am writing
to you about your order of January 25th (Sample 1) (Showing the purpose of writing). Revise the
JSollowing sentences with more clarity.

1. They bought a bicycle in Beijing in a small shop which costs $ 25.

11
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2. We are one of the leading shoe manufacturers in China. We are based in Shanghai. There are 2,000
people working for our company.

3. We confirm the order of two of your CM 120 kg stainless anchors. The unit price of it is $135,
including delivery.

4. We are enclosing our Sales Confirmation No. BA120, which is in duplicate. We want you to
complete your signature on one copy of them. After you sign, please return it to us.

5. Those who work fast get ill in these conditions.

6. Marshall Corporation was founded forty years ago, and it now has branch offices in four states,
and it employs nearly 400 people.

Activity 3

Reorganize the following sentences in the right order to 'make a complete E-mail. Pay attention to
the relationship of the sentences and keep one idea in one paragraph.

e e R B B Y % I - o S A S B R T

‘ a. The Model GSK, a similar instrument, is in stock, and you could have it at the same price as |
the GSF.

b It will be shipped as soon as you confirm this.

c However, the spring sale drained our stock.

RSSO T

d It normally sells for $10,000 or more. :
e If I had known your needs before May 20th, I could have shlpped the Model GSF 1mmed1ately 1t

‘;r.«»—« SR e T T S gt S S ————— e 'x

; e ey e ey TR —— R — e == —— %
' Dear Mr. Smith, It
I am writing to discuss with you about your order of our GSF.

12



