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Part One Business English Rhetoric

Chapter 1

Brief Introduction to Business
English Rhetoric

(WHABGHER)

BT BEFRENENESESR

BHEE, AR XHERAFRIE EXH, E#KE
commercial English (#§4-31&) BX commercial correspondence (%
BRH) EL commercial letter (Ri57{RER); MEXHE, BE#HKE
business English (7§45 %1% ) ER business correspondence (7§ 5% bR
) 3Y business letter (F§57{F8K)o R§57 2215 (business English)
ARE—HBLAES, ENRREE, BRREN—FEESTEE
&, REITHBEXIE (English for special purpose), Z7EEFFE %
HETHEANEKE, &R, ERE—HETEHEFEIN
7. EARLTEMNRERS, EYS iR L, ERFRREMREHR
ARBRRE K, BRESFEERER TR, AMNEHET
PR 5. BESIE. ERSIHFHFEDS, RENEERFE
B, XHEFROQSER. WIMRR . EERKRY. BREHSH
S ER SIS P R SRR R B 57 515

HNR 5 HE RO REHISERE, BT, EMETEXHA

:K:;/ﬁ:



BERERFHRE5EIF

AESHFNPREEEVINXR, REYR, WHFERHIEENEH
FEANHFLXRETANGER, BARREFELOMEF LR
%7 R BIGERA R HFHIE
ERBFIGERTEERIEHA E T EEFEWIE S FIE,
BE, BTHFEERLETHRIGE, T, BEEL, %,
RESTEAESHELEARNESHR. TH, iERITKE
FRFTEEREL. %, REFTENBHEESTTR.

—. BHEIFRIC

WIEAILZBIL+A, FHFEEERXBHRRE, Xt ETFXH
BB K, M, “board” —iF], AXA “AKR”, HEARL
TXw, ATRFER “E7 BT KR SR, “BRE”
Fo MEMFRED, “board” HHMNKRT “HEFLX", W,
“chairman or president of the board” (X< FFREFK); =K,
‘B4 % FA7E FOB (Free on Board, BT, AT LZHH) MHHAE
B, BRE ‘M

ERFEET, AEFZELT P, HFR, BMEFRMIEK
BRAENTEEREAXWREA 7 8 “HE", flan.

literature FEHERFSR, BRA “XE"; MERFFRE
R, EMER ¢ printed matters, including leaflets, instruction,
product catalogue, price list, etc. (XFEHARHR, EN™MHi%H
B, FHER. HERE): e.g.

In order to market our new product, we have printed fine
literature . (3 THERF =0, BITENTHENTH TH,)

claim FEXHEXFF, EHEER “ER, AQ"; MER
FRIEP, ENFEAR “demand or request for a thing considered
one’ s due (RIF)"; e.g.

We claimed on that shipping company for the loss involved. (3&{f]

=W=



Part One Business English Rhetoric

[ AT RIRRA R R IR A o) :

reference EWFEKIEFEP, ERR 8%, AN, ®#RA";
MEFFRIEF, EHWER R “persons or firms named by a
customer asking a supplier for credit, from whom the supplier can get
information about the business reputation of the customer (& A, iE
Ao e.g.

My reference will prove to you that I am efficient and dependable.
(BRYEFAREFIEARNTERERN, FEBRRAIEH
o) '

BT RTFRIEILBEIH S (English common core) RIIENL LASH,
R EIEE A FH AN E 1T, fln.

backlog: orders to supply, needing to be dealt with quickly (Fi/R
AELHITH)  e.g.

We have a large backlog. (RITREHITHEE,)

in-tray: tray for incoming documents (BEEINASE | RISk WD)
IR AR, WOCHE; ATEBHER B ERXHFRFSRM
out-tray, ﬁiﬁ) €.g.

When | am away, please help to check my in-tray. (RASTERITT
%, HRRAERRMKLE,)

overheads: routine administrative and maintenance expenses of a
business (AR H ¥, WMEH. XA, HEMRE) e.g.

We have some money indeed, but we are very sorry that we cannot
retum the money now, as we have to consider our overheads. ({184
SCA LR, {HR, IEHEEK, RINBWAEERXEER, BHAR
BERRI B FI4,)

=, BBEIEGE
ERFERRT, EXERMEBRTFEEATRSEE

—%—



BHEEAFHSEE

MEARFRERNEE. Fln.

outstanding accounts: accounts that are overdue for payment (B3
RATHIHK)  e.g.

We hope the outstanding account can be settled within this month.
Otherwise, our accounting department will consider changing the
conditions of payment for future orders. (RATHERA4<H B Kbk
g%, BN, RITMFHEFBBEER AT &M )

debit note: a note in a form similar to an invoice but used where an
invoice would not be right for the purpose. The debit note relates to
charges, such as freight, extra to amounts already invoiced for goods, and

is also used to correct mistakes such as an amount under-charged in an

invoice. (fENLEMP, FELTEREFEIESHRNH, BI: &
AT, BHEGRMEMGIC (G8tn) LHRBORKKr, , Xy
i ER; 52 AEXTRIR credit note (SATLEAIRA),) e.g.

We shall of course refund to you the premium upon receipt of your
debit note or, if you like, you may draw on us at sight for the amount
required. (—WCEIVRITIE) & kil o 3, AT YL BNB LR BT IR
SR MRRMITEEMNE, Wi RUTEMSATTRE R

ZH8i.)
unsocial hours: time for overwork (543215 s rhZE K BF[R] . BN
HERETIE])  e.g.

We should emphasize the large extra bonus for working in unsocial
hours . (FRATIGEL 24 BELULRT SR 51w 92 R B B )

flexitime system: system of flexible working hours (3 {4 T /E i
BE: —FRE TR S RIGWIE LT IR B A TAEHIBE. B,
EABRXIEHNANDRA, RAAEFTRBBITF=RE
—RHPBRICHEE, R4, BREMTUREERH LFA RS
L3, EREMNEDI AT LE,; TAEA—EEAEHNERBT

—W:



Part One Business English Rhetoric

B, ATLMRRTTHE, fbRHHHE 89 TAERSE (40 10:00 ~ 15:00)
Y45 core time, R IEMTYERT EIAY{ flexibando)  e.g.

The first item on the agenda is a discussion of the management’s
proposals on flexizime sysem . (<22 HER WA — TR IH I HE H 38
HE M AR 4 ,)

living out of a suitcase: often go on business trips (2% HZETEL})
e.g.

My husband is a sales-manager. He is a man living ow of a .
suitcase. (REKRRHEE L, BR &£ £%,)

make five clerks redundant: dismiss five cletks (A %) e.g.

Qur branch is badly overstaffed. We have now decided to make
eight clerks redundant . (VA ARHAR, RIEERZE R
NEs)

=, BEREAREN

RTREFRFSEER, U, IAAGHLEREZH,
BRfFHEER TERSUE, Bk, BFEH AR BEEEFENEN
. ATFEWEAESR, AN, XKERX, ARERFER
PR ER I, #ETH.

If, whether during the execution of the works or after their
completion and whether before or after the repudiation or other termination
of the contract, between the Employer and the Contractor arises any
dispute in connection with, or arsing out of, the Contract or the
execution of the works, including any disagreement by either party with
any action, inaction, opinion, instruction, determination, certificate or
valuation of the Engineer, the matter shall, in the first place, be referred
to the Disputes Review Board. (G RET BT IR S, E£LE
IBRZERUE, tERRENFERSHMA LAFRZIREZ

%—



AHEAEFRE5ETE

&, Rk ESRLRZE HRERSE R TRRTH XM
BE RS IBPITMII RSN, QR — X TR REM
131, AT BR., R, BRE IEHIIFN I ER RN,
WAZF RN E ERXFMEBEERS.)

FlEt, RFRBENAXSHEATRE. .

We hereby confirm:++/ This is to confirm--+ Kﬁﬁ}k

Our firm had a bad year last year. EFERAFERAE,

Enclosed please find-++ B pRFff -+ , THEWR.

I can’ t share your view on that. XtItAS AABIE][R],

XEABERME, BEFDENFEREFESFITXE
HRARGEFHR. MAem, wELE,

M, BSERERELEN

BHFRIEAHNTHERE, BHFRERAEXIHAERREY
HFEIREAN S EX SIEESHEF, RER, BHFREE
BERBFMAKE, RARIEEXESERZE, U FF56G
B, BT, BFEFME. . ARNE, Ait, HHFEE—
R AWRERBENEREF ERER, WHEE., S8, i’
MR BRFVS R R A X ENRE,

MEBNHFREBROAERM, HFRERERAXE
(completeness) . A 15 (conciseness). E.-4& (concreteness). IE
(correctness )« Y& Bif (clarity ). L £2 ( courtesy ) F1 & i
(consideration) #F-ELMMER (E¥Z. FARRE, 1993),

1. 5CE (completeness)

ERFTEEALERS, ROMAKABTE, HHFEER
ENTREFAERNFIEXPRASEARZEREABELH
BRI — YIS S A& I, ERE [EIEXT 7 (5 R it A 2 BB ) sk
Bk, FiTHer, WEESHEITEM. ANTFE, BRRATK



Part One Business English Rhetoric

R R EKTRE.

2. f1& (conciseness)

B S TRFSEMNT I AT RERT, BENERETKY
BHEXH, BIRESHER, L, SMESERMEERZES
MR ME BER MBI R B, XFRE. TEER
EEEM MR HE R Y, AR

3. A& (concreteness)

RIS SCBR AR B, Bsh, BR, 7888, S22, M
Ko TELXTBE AT RN MRS X T NERKRENE
B, RAREHDIRRRL KL, MERK., £/, BEH, FE
i BRI s, AREMSENER L, ZERAEXH
ik ohEil

4. IE¥i (correctness)

B XPAA (g, $dE%) LALIERRITE S MRS
EEMURE, PEH¥SEE, TUSHBCARNRERZ
Tk, '

5. M7 (clarity)

BHFXBMEERY, BRAW, TTEER, RAFNHA
S, TR, WA, BRARASHE. HT7TRANH
Mite, AERFRERN LA, K. BR%, HiEFIEXENH,
BHE. BT, REZMEARROERMOEEKE
" 6. R (consideration)

i, BEAXTAELR (you-attitude) , ERRFH TN I7
MR, M8, B, BEER. EEHRAE, REBENE
EMER,

7. L5 (courtesy)

ERSFXBAE LA, AILET. FREAOHEE,
FiEHAMER. B, HRAEY,

=W=



AERBRBESEE

W MBS FERERE
B EIBE RS R R

EOREAEERANOEKTEE, E5EFHNESTR
(ideational function) MIXEK; ERR LR FEEKME AN T ARE
B, E5EEMIERYME (textual function) HIXE; EEAWE
X, —RESHEAEFNBAAHERNXR, —RESHEHE
SRR — B BE, Halliday & Hasan 1844 : “BEEH LHF
B E—RFIRIEIESARETEE (field of discourse) . EIR/IE
EH A (mode of discourse) FiE E/HIEZV (tenor of discourse)
HBEX—HRRMNIESFHFEMEN", TE, RNETHITH
FIEBROHEASY . BHAEEEE. BRAFTETRFE S/
ERER, FrHBFES R

HMHEREMEZRANS, CRENFEINESTRE, 8FH
FlFRROBIIAE. W&, R, L4, A £Y4. €
R, EE, WUTRIEE, HFUFEDIEPE, FREHF
FENAXEEERTEEG—SVFNES. FRASHR. &
% HIEBEA FALIE APTH M3 (common core) FR4F, A LM
NHIE . TILFENEHaRfrrmitsass, HREEEIEE
B, RN T AN SSE, BEXRWEEK; W
RZBRFEBRENH EREN B FURGF R AER, BHA
BNRERWEFER. NERAEERERE, WHREHE
ARERBSAREETTK, MEMSEE, #ENFHEENAXE
ERPBEHAESBHIORERS, HPEPIEERETAHE
H. WHFER. Bl FER, KERBEEEADB. HE%H
BB B b SE fEUR AT IR T AR A . 1 FRTS TAEH BIE



