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:%Ur*)"'t L Basic Principles of Business

English Writing

Focuses:;

o Basic ideas about business English writing

e “6Cs” in business writing

¢ Punctuations and abbreviations in business writing

Getting in

Before getting down to business, choose the possible answers from the lists in each

case.
1. Communication becomes easy and convenient in the modern business interactions ( 4
BEX, BEARE). We can to get contact with our business partners.
a. write a lefter b. send an e-mail
c. make a phone call d. send a telegraph
e. send a fax f. send a telex
g. write 2 memo

2. If you want to place an order with a supplier ({£%7), you will
a. make a phone call first, and then write a letter to confirm the order
b. only need to make a phone call
c. write a letter or a fax to place the order

3. Is there any necessity to write a letter or a fax to acknowledge the order (iAIITH)
you received?
a. yes b. no

Effective communication is essential for an organization or a company to make pro-
fits. Nearly all important business communication is eventually to be put into writing.
You may even need to write something in answering a phone call, because you might be

>
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involved in taking a phone massage for other people who are out at that moment.
In case 1, except “d” (out-of-date in the modern society) and “g” (usually used as
intra-company communication) , all other forms of communication are widely employed

in business interactions.

In most formal cases, just making a phone call to place an order is not enough. So
the proper choices for case 2 should be “a” and “c”.

In case 3, we normally need to send an acknowledgement to our customers when
we received their orders.

To run a company, various letters and faxes need to be written to the customers, or
suppliers, or distributors (43455 ), or manufacturers / producer (4 7=/ ) every day;
to win business in the sharp competition, attractive profile (/A& f&4}-) and effective de-
scription of products are quite helpful; to discern the development and problems of the
company, a business report is a reliable source; to remind someone of something impor-
tant, leaving a memo for him or her is rather convenient, so on and so farth, all these
activities are concerned with writing,

Therefore, to do good business, training of writing is quite necessary. This book is
trying to draw clear pictures of business writing on different occasions.

Introduction: What Is Business English Writing?

Generally, the writing which is related to business should all be called business writ-
ing. But the scope of business and writing is quite large, so in this book we choose
mainly the writing affairs concerning selling and buying between two organizations or
companies in comparatively formal situation as our subjects.

Before joining in a company, you need first of all to write your CV ( = Curriculum
Vitae J&Jf7, f&1/7) and application letter. When you get the job at last, writing letters or
faxes may become one part of your routine jobs. At the same time , memos, e-mails, re-
ports and so on are also unavoidable in your working life. We treat all these as business
writing in this book.

ABHR S EIEEE EE AN ER G A& M B EA S WiE, 5. business letters
(FHMER, W BYARZEMIEHER, W&, RE, BRIFANERESE) . leaflets and
advertisements (J"##) | fax (f4¥). brochures (F&FM, A& FE/) . memo (&
BR) . e-mail (B HE{F) . business reports (#41R4) %. Wb, F@HE T application
letter (3KHRPR) | resume (&) HMBENZ,

BEAERUX LR 55 TAEFRE AR SUE, NERAER ., SHEMAE. BEER. Sk
Tk, MRS MER RN, SARBEIENERZT., BhERRIOLAR
Va0, LAR Andar i 1A ) i 45 1545 5 AHRABNBFEIEEREVHS AENE
e R AR, ¥ SREMNBE. FHEEMOES B,
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YTYrEl Basic Principles of Business English Writing

L. £REL, HESETAEENRIAHMNAE. SEFSXHUNARKEH,
REHFE, AR, IHEREERENHBRINTHRIABGEEREEINTLER. LR
BUTEREMPEE:

o Read the following memo.

MEMO
From: Office of the GM Date; Feb. 1
To: Head, Int'l Rel. Sec Subject: Trip by the GM

Below are details of the factories that the General Manager will visit. In each
one, the GM would like to speak to all members of the Production Department.
Please inform each factory and ask them to cancel all other appointments.

March 8 Kuala Lumpur
March 9 Singapore
March 10 Singapore

March 11 Jakarta

e  Write a letter to Bob Smith in Singapore.
— Saying what you are writing about.
— Saying when the GM will be in Singapore.
—- Saying who he wants to talk to while he is there.
— Asking them to cancel all other appointments.

Letter 1

Dear Mr. Smith,

I am writing about our General Manager’s forthcoming visit to your factory. He
will be in Singapore on March 9 and 10. He would like to speak to all members
of the Production Department in your factory. Please ask them to cancel all oth-
er appointments.

Thank you for your arrangements!

Sincerely,

Mary Simms

>
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Letter 2
Dear Mr. Smith,

It is quite a long time since we saw each other last time in London. How are
you? I am writing about our General Manager’s visiting to your factory. He wants
to know the development of your factory. He will be in Singapore on March 9
and 10. It is very important for you because it concerns the future of your facto-
ry, so you should prepare good enough. He wants to speak to all members of
the Production Department in your factory because he wants to know everyone’s
ideas about the development of the factory. Please make sure that all of them
need to cancel all other appointments in those two days to welcome the General
Manager.

Thank you very much for that!

Sincerely,

Mary Simms

Notes .

1. General Manager e

2. Production Department HFEER
3. forthcoming visit 371

A%

EERIEW—F? Rftar
FEEHEXTEREBEET SWHEM. NBESHKAERE, Letter 2 BEH 4
» BR, MTRHKEEL, Letter L FFITRIL, EELHKMEFLAELT, T

Letter 2 HAGMR ¥4, MEMRIFER, BEIT A A RSBESWHMBM T, —HEHIT

Utk
=SS

RO — SRR S A, EREEANERIERS, ERBE, S8
o BEL, BMNEEWMEEIEA AT BRA T F 6 5174 § R TRiE 2 XA 051

GER) PRATERZRM.

B

HEH

FER

2. WIRF L, BWHFEHE-BEIER, FIAIESET MM, 2, RHEESE

HBH LR RS R, BB TR #Ef, %%, Bk, sLmmme,

A. 8 (Correctness) : 4515 iR Al & 2 7] 45 24 3T 3% I 7 BRI F0 L % 19 45 A%,

TRERGETREENEN, EREUTHES L.

(1) fe =B F RN FRMNES XBAERRET RS, B8RS R,

FERFHERIFELESTHEIEARE S, LR TFHRRER.

a. If the construction couldn’t be finished in time, what should we do? I think we
should fine the Party who is responsible for the delay.

b. Any delay of completion of the construction work (BT THREMHEIE) will im-

>
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pose the responsible Party one percent fine of the total cost per week (¥&Z&#iiE
—FRUTREl BRREFZ—RTE).
“a” EATHYER®R, BE, EARMEED, “b” A BEEER,
(2) MEBMEREAGEE : WHRERE, FRERER
(3) IEmERBEENREARS,
(4) EHDEE.
ok, WHEREUEFHABY, TUMERIIERLENNY . (5K FE H S pr ik et
B, A W, Bie, RIB%SEZE, RE. REMGHIESNSELURENR . S0
BRBF — & BEUER TR

B. i§# (Clarity) FIR{X (Concreteness): S{EHESHLHEL, BHERNH
apk, RWES, BRSO, ZHAERHHMNIAE, ARAKNORE. B s
(try to use more specific words, but not general ones; give exact facts, figures, and exam-
ples). RELRAHYINIE, : AREHEZSRE some, FAEKREHENH in the
near future, FIHERKEERIE a large quantity, FHEARAEH5H(E your order, %%,

For example,

a. Thank you for your letter of 18 April about your visit to London. ( Good
{ writing )

b. Thank you for your last letter about your visit to London. ( Poor writing)

a. I'm planning a trip to Europe around October 15 and would like to meet you
to discuss opening an office in Prague (#ifi#%). (Good writing)

b. I'm planning a trip to Europe in the near future and would like to meet you
to discuss opening an office in Prague. (Poor writing)

a. Please deliver ( Ziz) the equipment to our company before next Friday.
( Good writing)

b. Please deliver the equipment to our company as soon as possible.
( Poor writing)

{a. We thank you for your remittance (JL3k) of $650.00. (Good writing)
b. We thank you for your remittance. ( Poor writing)

C. L% (Courtesy) . Bj%5{5 R —MIEFE LB R B, %3 “please”, “thank you”,

“it would be ...”, “I would like to ... ”, “it might ...” LSRRI, ARWRTE 8
REREE AT, MEGEMERZ LH, HE. BHLARERERESRTER,
For example,

a. I'm planning a trip to Europe in October and would like to meet you to

discuss opening an office in Prague. ( Good writing )

b. I'm planning a trip to Europe in October and have to meet you to discuss
opening an office in Prague. ( Poor writing)

>
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a. Thank you for your prompt delivery. However, we found the bicycles are not
in the color we ordered. ( Good writing)

b. You obviously made a big mistake by sending us the wrong goods.
(Poor writing)

a. In the case of unsettled debts (F4}3X) of this duration it is our company
policy to take legal action (REXE:173). We would naturally prefer not
to have to go so far. Would you please send us a check by return?

1 (Good writing)

b. In the case of unsettled debts of this duration it is our company policy to
take legal action. We don’t want to go so far. You'd better send us a check
by retum. (Poor writing)

D. f&8] (Conciseness) : F§% 5 1E SR & M &Ik, B %00 £ 0F A7 MEE,
REA—TMAR—NMEE, RREFEMIR—MTR, A MAR - NEE, B
EEEAERN, RETA LKA, EiESa TR,

For example,

a. Thank you for your letter dated on 24 May about our new products.

( Good writing)

b. Thank you for your letter under the date of 24 May about our new products.
( Poor writing )

a. Please let us know the results as soon as possible. ( Good writing)

b. Will you be good enough to let us know the results as soon as possible?
(Poor writing)

a. Your invoice has now been outstanding ( #{}2k) for 90 days. ( Good writing)

b. It has come to our attention that your invoice has now been outstanding for
90 days. (Poor writing)

a. I am writing about our general manager’s forthcoming visit to your factory.
( Good writing)

b. I am writing in connection with our general manager’s forthcoming visit to
your factory. (Poor writing)

BRILZSh, BEBEHERSMARR., EHNES, REEH. BUROTE, ®ILF
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R WHRMHE,. NETERRLETENES, ERAN—EERBEMFHEAT .

For example,
a. Please send your application letter and complete CV promptly.
( Good writing)

b. Please do not be late in sending your application letter and complete CV.
( Poor writing)

BEPREREE BT, KRN FHEZ, FEX FHERE (you-attitude) . 7E1E
AL, HREBEERARZERME. S0, IR ER S 6 AT A 6 BB 5917
Ho '

For example,

a. You could obtain a refund if the goods you returned had remained clean and

usable. (Good writing)

b. We can not offer you any refunds if the goods you returned are dirty and
unusable. (Poor writing)

3. ERASHL, BREEYE: EER. FE. NF. RESEPEFREEARY
IEWMZEHRRTE,

X, AWM EMEB —R: HEEWEY (drect organization) FIja]#E#H B
(indirect organization) ,

BEBN, EENBERREGEEERR R, EREEAN=5. BE. BE8%K
AT LB R M. Al BEM FEMFRENARERENFERR S
B, BMZXEENREIMFER. FiR&NEE,

For example,

9 November 2005
Dear Mr. North,
Thank you very much for your enquiry. We are of course very familiar with your
range of vehicles and are of pleasure to inform you that we have a new line in
batteries that fit your specifications exactly.
The most suitable of our products for your requirements is the Super 88A plus.
This product combines economy with high power output. It is available now
from stock.
Enclosed you may find a detailed quotation with prices, specifications and deli-
very terms. As you will see from this, our prices are very competitive.
I look forward to hearing from you.
Yours sincerely,

>
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AR AN E L, REREREET X REENNEE: ... wehavea
new line in batteries that fit your specifications exactly (BB EBRMWREFI=HTSL
FERMNBMBESR)”, “Enclosed you may find a detailed quotation with prices, spec-
ifications and delivery terms (BERRMHFRTFMIRM B, AEMKE. > HAB R FEK
WE)", WA, BNBTHZHMMLE: “combines economy with high power output

(HrERYIR, ThEES) "

A BT B R, BOANKRE ., RN BRI E R, AHRER
B (CERUAFK. FH—E, FMTARS., THEH—HE). EREMGEREEPX
—RLLBR . BMERHAK, FHHFLBRERTFN. WEK, WAL L% NmIF
N8

For example,

9 November 2005
Dear Mr Armold,
As you know, we have bought several machines from your company and been
quite satisfied with their performance. We have even recommended Fox ma-
chines to other companies. Recently, however, the standard of your after-sales
services has got much worse.

We look forward to hearing from you and hope that you can promise an immedi-
ate improvement in your after-sales service.
Yours sincerely,

EEEFERBB FOX AANERREAE, HE, SEEAEETATANSR
(We have been quite satisfied with their performance) , $RJS A #§ i BEMATE S IR % 7K
FH TR LR E BLA B K8 (Recently, however, the standard of your after-sales
services has got much worse. ),

sesh, BREHFIGEPHIERAES, FHRER, B, SHERRBERME.
EERME. WANTT, EHERBRSRNR. KA 16 20 MANKE TR
to BR, EXFEES, MREK, SOERERH, BREEF, AFFEKD, 17X
RBHES; FHKRE, MMMBEEEE. S5, KGR 8 17830 R4 H4 BN
B, ~—TEER—-B, BEEMETHE, REXBERRKYE, HhBFRE
12 17,

Your turn!

Task 1; Which translation is better according to the principles of business writ-
ing? Which principle do you employ in your judgment?

L. BERBHA TR, HHE, HMFZE R,

>
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@ P Unit 1 Basic Principles of Business English Writing reemEes %

a. An order form is enclosed. Please fill it out and attach your check in return.

b. We have enclosed an order form. Please first of all fill it out, and then attach your
check when you write your reply to us.

2. WHFRAF BAL20 SHERNT—FHG, BER. HFLEHFR—-HARY.

a. We are very glad enclosing our Sales Confirmation No. BA120, in duplicate, and
we hope sincerely that you could send back us one copy of them completed with
your signature on it.

b. We are enclosing our Sales Confirmation No. BA120, in duplicate, and one copy
of which, completed with your signature, is to be returned to us.

3. MEMARF HA TR CIF M. PR TEAE A RS B, R,

a. It will be highly appreciated if you could quote us your best CIF price, giving a full
specification of your product and shipping date.

b. It will be highly appreciated if we could get your quotation of the best CIF price,
the full specification of your product and shipping date.

4. RGTFAITIR A FME CMI120 AT E RGN, 40 136 £5, AFESH,

a. We confirm the order of two of your CM 120kg stainless anchor at a price of
US $135 each including delivery.

b. We confirm the order of two of your product CM 120kg at a price you quoted last time.

5. (L —rER AT B A TIVRME, BHABEEEX .,

a. Either Side can replace the representatives it has sent if it can give a written notice
to the other side.

b. Either Side can replace the representatives it has appointed provided that it sub-
mits a written notice to the other side.

6. i Htir 10 A 16 AXtRF AC26 FHEZ HILAMA

a. Thank you for your enquiry dated on October 15 about our new AC26 air-conditioner.

b. Thank you for your enquiry under the date of October 15 about our new AC26 air-
conditioner.

7. BENEEFRAFARS R ER?
a. Would you please send us your latest catalog in return?
b. You should send us your latest catalog in retwrn, OK?
8. WAMEMHERILRY 4 A# OWFHEREBL,
a. The goods is much inferior in quality to that we imported in April.
b. The goods is much worse than the ones we imported last month.
9. HERITREKRI AL, BIESER RN ER XA

a. We hope you would improve the packing so as to prevent reoccurrence of such
trouble in future deliveries.

b. We suggest that you improve the packing so as not to have such trouble in future
deliveries. |

10. 34 F 55 B R oy #m @B R R4 15, 000 73,

>

CRAME BRI ARNAE U Lo MR LR e |



