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Chapter One: Introduction
5—F W W

Section 1 Definition of business English

E—-8 MARIHER

RiFE (Business English) R—EREBERFRHEER
%r (Standard English adapted to specific business purposes) o &
2 BEEXUFRS~MEY > RENSBEXETEREHGRITER
TeoEMEXERELR  RE - BE  RBHE—8 EEEEL
&> GERT VOB ENE » #EF R (nterest) ~ #7410 (Discount)
EHHE (C.O.D) A (F.AS) ~EHB (Letter of
Credit) % - ERITENAFED MR > REBRIEETF - Bl
BFETLIR > SAEIREEL » HRNE—RUAFTHREGRESE -

REBRFAEFEFRAER  EXELABEBEEL - bR »
EYERTHOA > BRERFRAEN - BEREAEN » R
FXABEANT i BREXGEREMAE - H2 - WFANE
B AFEAERENAY TERERKRAREOTRE - BBHRREKE
NERERVEZHEHRENE - EREAR -

Section 2 Why learn business English

BE BHBESpEE
TEEE "RACEEREARE D RAEZERRREE
RAHELAMIMESESE - BRITEEGLR » EEMER» —E
ZRENFEBEHES  BEEBRUERZFERED « ZHKEL
% ETEREERFINESR - BRETHEAGELER 2
1



RoAUREXCR-EBRLRGEN - EAABRFRHEES
B—ERAEREREE - HHEEEAMERGEARE » BRA
B BIEMAA ~ BE -~ ERYEEENRIENEBMGEEAK
B WA HBEXFLEZERR - EXBFFRLERSE - B - R
# s MEBURK MR » WUELRE -

BPSTARTEER » BRAREY  RTXFUH » B T4
RAALHAERGRE - REEEGEOIERRRELRT - BREXL
MERGE » LEBRE o

ERFHAGEERSHELE  HREICRE—EERHBY
R o PIEAR » dA¥EXE “©8HEE” (Dollars-and-cents
Value) » HREEMHEBHERIRAE » BHRETFTLERFRF
FHEY -

BREARR  FEERAR  TUESRT TIFGBE - £X
TRIREE > mRT - ERnEBTE > PEUTRHERBAELY
BE - BEHY  EFELEEYE - AMREESREKLTUEIES
BREFATHBES -

Section 3 Eight requirements for business English writing
FZE AR ARBES

ERRETFEAREIZRE ? RTREFVENERTN - BRES
TR OBk YT o TR R A G A B

(1)¥5% (Clearness)

)4 (Conciseness)

(3)IE7& (Correctness)

@R (Concreteness)

(5)% e (Cheerfulness)

@)% (Courtesy)



(125 (Consideration)

@4 (Character)

KR NEE] - ERBEAZRLE > RMELEMBC » REERS
RAE?RETHERS  REFDHER - ARBEERFIRG - #
ERNERERME - TEREKEHEM - WEREREE  RIFHH
TR

OF—aREE—EER

Ol & DR HEROEREELR » ERHTEREREER - U5

FREIER -

OREEMERGHIAER -

fHEER TRR4E) % °? REREEFABAEEE » FTABX
F o RATIRBE - Fomit » FROUEML - BRMKL  BEHLE
s - MM TEG—#]E - RETHEATAEERRE+T @Y -

(86%F)

Your letter of September 5 in which you informed us that the
goods did not arrive on time, and that three of the desks were
damaged beyond repair has been carefully noted.

It is not necessary for us to tell vou how much we regret this
matter, and we assure you that we shall send you three desks to
replace those damaged in shipment.

Thank you for calling this to our attention and hope we may
have your further orders in near future, we remain,

Yours truly,
(425)

In your letter of September 5 we are sorry (o learn that our

shipment did not arrive on time.

Three desks are being shipped immediately to replace those

3



damaged in transit.
Thank you for calling this matter to our attention.
_ Yours truly,

Wit B—HERBEEF MR BRERRE
I o BRI A BN K RN » EREHEBE
REENEE - LBRBETH » SHEOREUTNBAERHL=5
ZRIERREM - HnEHERABENE 0G4S BEERY
Tt » B RENE nBRERRE—HEE -

BR S| DARERR2THEE » TEARTHEBHES
HEHERETY -

HARZEFE=EEGERE TERM]  FEERE » BETHBGHR
BERAE » B30 ~ PRE - BRS TSR - DHETHEKA
FHIIEFE o fnRH 805 TS 850 5T » 3962BMIERE 3762 4> &
A ARSFIRE 893 SREASS 389 B8 » ZREE - HETRBEMER -
RERE ADRESRE LR FRBE  BRER -

B (R > BEXHEREASLER - BERBEF : T—iF
BB —T 0] - ERRXHE ﬂﬁﬁﬁﬁﬁﬁﬁgﬁ%%ﬁ
i e TEER—EMAT :

(FE#ERGRR ) (AEHRE)

Our asparagus soup is most delicious. Our asparagus soup has a matchless
flavor with a richness youw'll like
better than ever -—- the richness
of luscious, specially grown aspa-
ragus blended with fine table

butter and delicious seasonings.

R BRI RS T o



Ltk 1 WL SRR - BAS - EHRIEH - BEBEELKE
RERROAR » EHAERZE > BEFE - LEERFERER
BEBUADY » SRETREAL—THE » ERSRBRBGR
g‘ °

ERESEE REEMEEN TlRl T —BRK BER
WERT (3% (Please) Fi [ (Thank you) o EIfE7EfE MR K RIE
RERGEE  KREXTHILRS  RERKEES - 5 -8R
ERREEHHOKE o BRERERRER - NEL—FTFESE
A LEANREE  RYIEE GRS -

ERE-CEENS TR%] » RRRFERELAREHE B
HR o BHFUASEE DU E - RPERBLEE  LAE
59 WHKELEEHE R BB » SRR HE ? FlN7ER S S
BE APESRVBEEE TEEERZE » WISFI TR &
BEESGEE  DESBERARNE  BATANENE o Bt
M5 RELSFEASBMEE o BERASBIAKEALE
% BERHBHEL o

BEHI TS c BHORY > DAHSTENE  HEEE
BRE EREERRGAEEY  EES YR o EERAN
ER BEFEEN FREE .

PR/ EE - RSETHTEE—~BEREE “C BilY
BEBRELGNAEC" - BEEEAELES » SHALTERG
BERBT o

Section 4 Requirements for writer of business papers
e BBARERLMEEED

YR AR R B BB L o SR T G R R R

FIHHA > ERRMARET > TESHRFFETEES RiY

5



M BERYBR—EERGHEGLET * THHAEED » BTE
B ‘

()8 En51EE: 7 (A Keen imagination)

Q4B (A sense of humor)

()M A ¥ (An understanding of human nature)

@)2MiEES (A good judgement)

| (5)EEL (A good command of English)

(G)Fa¥ B (Business ethics)

EMEERIGA > TERHARYED  SIAAE - LR
RGBS TR » IR ERSIBATERH - fhagtl
BROYE  SeR—BEEOmE - RIIGHER -

EEEBEE  FREEFURYEY R FETERERD
B WA EHGEREEY MRik] - HBRTTEE » bR
BATR » AR - FERKEERMRYG (AINER) » FEE
TREERSE (FmEE) - EREHRE » LALERBENTBE
B DRHRG o

FERAEANE] RSt Mg | 1 MEi RERED - BiED
AN DAFTEHEREMEEHEY  FEGEEECHERTT
FoFRBABENIBA  BAGLMELES  BERRTRIE
HMES > BRESOEE SERBERLE  ERGWMBKEAD
FIf - :

FIBRE VR ERERXE LRI E - BEREBINES » 7l
MIEFERE » FIRRBER K - LR BHER - AlmA4dBHFETHER
WAEAFER ? ABEDAMXATURBEE ? 54T EENS
S P BEREFRNER ALTEAE -

BHRBERI ) BERN ) ERBEARRR DN o LEPTREG



MY » BBERCKERE - TUBRFISR—BHR » EXRFH
A BEEREFRARE -

REFIIMEER - wbRR  BRERNHHA - BERREY
ks BRTK - MRAEETRGNFREETE » BT EEHEE?
GRS  DRERAFLET - RMGEE  EHRBEEN > T
FR o ERTEERILEE  EREEEERM -

Secﬁoh 5 Scope of business English

FAE MAXYHHE

AR R o BBKR » CERIBEEBE - RRBEE
BREBUBARR o UERTR » BEEKWETFZAHES
BEGRBHBED » SFEsZ2TREHMIMBAR - HRRKREK
R HRAENERRE

(1)# 3 B8 Business letters

(@)FE R Business telegrams

()F ¥R Commercial agreements

@)@ ¥ % Business reports

(O)F¥ K Commercial advertisements

©@ra¥ERL 3 3c 4 Social business documents

() REEFIEERL Application for job letters

EREREE WI4RTHHZH:

(I)Eiﬁgﬂﬂﬁﬂ (Establishment of trade relations)

(KM (Enquiry)

Q#HE (Quotation)

@HS (Sales)

GEE ~ REHE - RIBS (Samples, price list, catalogs,

etc. )
7



@)ER (Order)

(1)4&:& (Shipment)

®ffz (Payment)

@K (Claim)

(0fkB& (Insurance)

)% # (Consignment)

(&A% (Banking)

DS AER > AR EASEBEHRA » LLBRESE -

Exercise

(1) What is the difference between business English and everyday
English?
WRHEXREEXELHFATR ?
(2) What are the requirements for writing business English well?
4 TE 20 1 P - M O T 78 I 2L 2

(3) What are the eight C’s in writing business English?
MR RERE A ICMAR “C"?

(4) Say something about the scope of business English.
AR 2 -



Chapter Two ;: How to Write
Business English Well

FE  EREFEAEL
EFEE % AMCEFENREREAXTERGEYS
BEX - AERRE @ - %ﬁ%ﬁﬁ&%%’ﬁ » oy AR - Lk

Yo
Section 1 Avoiding Jargon

B8 WBBUEER
PFEERNBEY » BAXXERAFNEDHE » BETREHE
o FERKRELEXBERERGTRAE  ETEEA « BHRT
EREYURE ) TEFRAKNEERRGED - THREEEMT :

(1)Answering, Thanking you YIRZERWHE—FH IEES
%41 (Present participle) o Aj3(E “We answer”, “We thank
you” o

(@)Advise F LEHEE o FYUH “tell” B “inform” BB ELE o

(3)And oblige RALEPELERE » REHEETA -

(4)As per FESF “According to” o Sl “As per our telephone
conversation” ®[d¢E “According to our telephone conver-
sation”

(G)At all times T[F§ “always” ZR{ALE o

(B)At this time WA “now” o

(7)Beg to inform you ﬁtﬁﬁjifﬁa?ﬁﬁﬁ o WA “We are
pleased to inform you”

(8)By return mail WF|EIH < & » A “immediately” g “at
once™
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(9)Duly received FRIKFIMER » duly —FRIHR o

(I0Favor MM{R{EHE » WIEEMA “letter” o M{RER » WEEHR
“order” o “favor” —FBNESE o |

()Has come to hand wjgkf “received” o

(In due course, in due time REFREIBH] - BREE LEEHERE
B » NEEER [BEER] -

(9Inst. FE FAF | (instant BHFER) o A DB
FlnAABAR - RIEERY “September” o

(14Of the above date FENE HIHEH » RuJ#EH “above date” o

(5Our records show T “We find” o

@(6)Permit me to say ZBHBHAE » BETH °

(17Proximo ® I'FA) - EMABFARKH - AWM TAR+=
A RE#RR “December” o

(9Recent date REBATER H I o flfn “Your letter of recen:
date”, H[EE “Your letter of May 5” o

(9Same REFARMLE “it” & “them” FiN “Your order has been
received. We will ship same today” » Bf@ “same” £ “it” o

@oState 'ﬁ]‘&ﬁi “say” o flfn “We wish to state” A[gE “We
wish to say” o

@)Thank you in advance TREEH ' SHHGTLAREHD
%0 AR © '

@)This is to inform you REJKEE » FIEELRIRFTEROH -

©3Ultimo 8 L H o flin “Your letter of 9th ultimo” » RIE ##
=8 “Your letter of July 9” o

@)Up to this writing T:]‘aﬁﬂa “till now” o



