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# B ALAREGT HIRT X IETNEATNRT LA A5k
EIAERAHAEA £, vA Leech #940L5%/& 0 = Brown #= Levinson &) & FH# %5 4%
WARE, BEAYT HEFE I G F@ERAIN, ARFEEb: HTHR
AERERE, RRERE Y, FERFAERHET B 1E & AKX b AR L
BEHAME S, AHRALERER “RODT” LRARIHH LGB, K
RABRLR HER IO EE N AR ITFRIALUR.

KB AUSLRD; EEX HEH LM, ERARS

An Analysis of Pragmatic Strategies in English Correspondence
of Business Negotiation on the Politeness Principle
XU Qunhang
(Xi’an International Studies University, Xi’an, Shaanxi 710128, China)

Abstract: As one of the main communicative means in business activities, business
correspondence plays such a significant role that it cannot be replaced by any other means even in
modern business world. In international trade, business correspondence becomes even more
important in every stage through the whole process of business transaction. Based on Leech’s
Politeness Principle and Brown and Levinson’s Face Theory, this paper conducts a careful
pragmatic analysis of writing strategies applied to correspondence of business negotiation, one of
the critical steps in transaction. The paper mainly focuses on correspondence concerned in the
four specific steps of business negotiation, namely, enquiry, offer, counter-offer and acceptance.
Through the careful pragmatic analysis of each type of the correspondence involved in these steps,
the paper attempts to explore how Politeness Principle and Face Theory can be used in the
correspondence and what influence it has on the pragmatic strategies. While making a complete
study of correspondence of business negotiation and pragmatic strategies used in the correspondence,
the paper intends to provide some tips on writing business letters and suggestions on business
negotiations.

*BEME: &304 2008 £FRIIREXERERPITE “H TS5 PR TS BETHREER” (5E
WE: XWC23) KIRFRER.
EEE T RN, FERNAEBEREHEREHE, MEESN, FRTM: BEEE, Bk (HE) X
bR, FEEHFIE

e 4 .
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1. 51§

EAEGH G TR —NEERY, h
BEF (business negotiation) J& K EXUHHAE
G A &KFITER LR, —BERE
B HERRE R S k. HHAMIRATAE
tb, ABEHRANL SERERN, BLHK
EEEK. XTEZ, EFEREAR
(enquiry). AL (offer). i£#% (counter-offer)
FI#5% (acceptance) PN, HTFHAHK
TR KBS BT HER R XU T RS B
ERGEEY, REAFTFERELPEE
RRRFATIER . Bk, SAFTEY & E
KENBHEMS. R GERIRES
RIS BT K ISR R A AR &
P Leech RIALEAJR N (Politeness Principle)
F1 Brown I Levinson T 318 (Face
Theory) % A4¥IRKIEE, HFUINTHEN
T AN 6 55 o B DO b 35 88 BR A B O P SR R
(pragmatic strategies) SEHE, FBHER: X
TRARIEBAE 5y, K32 T7 ERRSSAR B R
A Bl BV, B, RESALTKRE.
BRI RE L2 RAERE . RERIE.
BER . AWM. #aHESFETA, U
Wi KRR “ SUETH 77 4338 WAAT
Gy R B, XBIEREAS N E BT R .

2. iERRRESHLERR N

2.1 & Al SRSt E X

ERERX-ESOERTRESERAT
REISCEZH, HEHE A2 A7 e
MAZHAHFAZN. REZELEHE
B AICRE KRG & XNTF, XHBBREH
HES: REEEANIATERE K€ BT
KAKRE TR AT EMERE. EARuhL
WECHARRER, AMIERENSLESE
FARFFTE RS (XZRM, 2007).

Verschueren A4, 155 1 F I SRBE Mot
IR XS HRE XFR &R A
HEEH, XMHILIERRARA)ITFET.
BREEMEENSNE@. BaiEH, R
BEIESMAEFOUEE, MaAstRER M
R, BEEERE . REEBRHR

FR T, 2009). TEREFRH AT,
Vi1h & AR 7R SEHETE R SR RE . 7EXTE P SRBR A
TREARZIE, XRREIFZE A ER
KIS RGN ERAKREESHEAENEE
S kR H BB R T720 (2007).

TEVE A, F WA TE R SR ER
RFECQHFERE. HE. BREY. WREERT
AERIKEE, AFERKE, SiEE EH
G, TEIRERE FISREE, G IS RS
FE . ACRESARALIUE AR X EE
A 5T R ISR

2.2 L4 R W MR

AMBRAEAXFHHERSKIFAE
BHRATAAIE, & “A5AZ BAEHELEE
2FAT A (http://baike.baidu.com/view/54288.
htm). LB EFETALKESITHZ P,
ATIEBRFREK, AMIEHERES,
RO EMERALSHE S SR HALSR AT
Ao, HTESHEREHEALTSIRIRE
HIERESEXFF R AL, BidES
REAFRBEE N LEBEENTER, 2R
DI — & EEEHEN. Hik, L5
R—ELURTZIEREHAENEMN, &
AE R R — N EESUE.

TR LTI, B KR 28 G. Leech
#4157 J5 A0 Brown M1 Levinson [ “TH T3
W LUTRAT X BRI 4 300 DA

2.2.1 Leech &y AL 47 E M

7EiTie Leech BIALERIE N2 87, BAIA
HARKER¥% L H. P. Grice FI&TES
X . 1967 £E, Grice ZEM KB %A
BEL, BRERTSESXEDE, X—ER
FEBERR, VRFEESFEFHNBRIR
M, Grice &iHFS NERHZLOMEEER
W, Grice \A, EFEXHFIEES, ITE
A IR E, 58X LA EA&1E,
EER. . XREMFAXNIHERLN, tit
2 “EERN”. Grice NA, FEBMAE
VE SR B 25 TR AE AT FE B, AR T DL
Wil HIEAETFEP A RER TR XMR
TEX. SYUNBEZET¥EER—FE, Grice M
X—HRPFIRETEEEBES¥%EK Leech K
M. EHXT Grice MIEif, 1983 4, Leech

050
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TBHT “ILEEN”. LK, Grice BE1E
J ) B2 5% 1 1 B T R R R SE B i
RAETHERE, AXREAAMEREERE
fER MR & ERE HOHNERX — A REEH
PR, T ALTUE” W RIXA R LS
T-—NMEHENER, AEEENMARMT
74&bo Leech A, AMIZFIUAEEERSE
FumHaSHpahRiacrER, REE
HEASHE R, AR EEMNE AR
B “4R” (cost) 1 “EL” (benefit) MEHES
MEERRIETABEATHEE R, HFHRHETHR
TEALIRE S AN KR, FEBENXSEE
PIARIRMEN (1] 54K, 1997; B, 2008).

(1) SREEHEN) (Tact Maxim): RE/>ik
AT, REZMMARE.

(2) wHEHEEN (Generosity Maxim): R
BEOEHCER, REZILACKEYS.

(3) BN (Approbation Maxim): /R
BORALHAN, RESHEHAN.

(4) BEBAEN] (Modesty Maxim): RE
BAOBHE D, REMNZEE .

(5) —FH#EMl (Agreement Maxim): R
BB, RESMA G —B.

(6) [AMEHEN] (Sympathy Maxim): RE
DB L R, REH I (TRl

PUEARKRAENIZREH, 2L R W sk 2 A 3
AR REA T, EARLANE SRS
FIREMRE. “FEFZHERD, FMmAZHE
/53 (benefit) B K; 1 HFZH (cost) BK,
fFf N ZH B/ (Leech, 1983; {JkEE,
2003). fFANAPTIXEAEN, ATRLE B, Xk
HE T A R B Lo B SRS HE I . TR A AL SR A
HESHE A EMMMEAES.

Leech Bt —25\ K, 350 R I LE & 46 SR )
HRIFTER, HATRETHEYENR
BWXRER, ZRIETXBEECESE. B3
18 A T8 <P AL SR R U+ I 2 L SE AL SRR
FA SRS FIRTHR

2.2.2 Brown # Levinson # i F 2 i

EXLRIMBFHITHIR LG, Penelope
Brown #1 Stephen Levinson F 1978 4E 1 /X3
T TER. EMIIER, “TT” (face)
PR ERBAATR, HE GG, B
AR, FEAFRIRET, SIEE LA R YHE
HERIARES, RIS, B50E O
1T 0 B BIWriE# T T (Face-threatening

06~

Act, FTAs). X—HF S1EFIBAL r B 7
fE. Y+ BT LB SR, BiE AN
1% SE AL 3R 18 SR RS SR8 (redress) Wi
& ARIHE T« Brown Al Levinson & “1i¢”
S W% IEEE T (Positive Face) FIHHE
HF (Negative Face). IEMHH FRIEH LR
FMARER.. B, KRB EE;
FHEFEERAFEIAENTAES, B
BT AARZRHARTY . BHE, AECO®#H
1T81% 8 i1 . Brown #l Levinson A AHE 518
AR A AR E N R R BE G5 IE T
MR EE TR Bk, £K2HE
EAT AR B H FHIT R (Brown &
Levinson, 1987: 24), T4L5% 5K 1§ FH st
ETHBE T, FRE BT AR
fE. M5FIERATET, Brown 1 Levinson ¥
LR IR R 4 h IE TH T 115 FA SReg A0
SUH T T35 F SRBE BT . ATESRIAVTIE AR
VIEAZMMEVIRR, BT —F 8%
& (solidarity strategy). J&i& NISRIFITiE A K
B HMF, HEE BT — R 5 MR
(deference strategy). IXFFEHFRIEE “3E
NIFHEIBER KR (off-record) PLE “FRIEHE
BRI E T HI LR 5K 7 (bold-on-record)
—BMET “TTFHER” SEXFPHERE
THRIEEALRRE, Kb “FEATFHEHE
B EEIRMEREENE S BRI ER (X
B 20070, “ BB IhRIEN EE <8
B BB S RIEEM . Brown F Levinson
X RA b 3 DG T 7 AL 35 A A SR e SO Ak
T MRS, /HET 32815 M EAKIER
T 1 FIAL AR S BE | 10 67 TR 18D PO FH KK
15 FhAE A FF M A9 ALERVE SRR AN 3 MBI T
AR ES. RENSHIEERE, B “FE
BB AR HIALER I SRS A O TR
19 43 A7 E I R4 S A 5 R SR A
IR .

3. KEXSHEMERHPHILREMA%
K&

BIXBEMEREXHHBE RN

EEEFERES, BATEIHS. HE
SR, URBEREEVNSEIRIE,.
BITWERRZE, REFEHARTF—
N EERT— BT . 5 ER (Business
Negotiation )2 i§ L SE X 4 B R I032 5) 193k i




HRA RiERHHAH B F AR NEA KB

BATI R, UKRERLHMEE. o
R SESE T AT R S TR . — R
SBERTBREER. X RERMZET S
B, FEBRTREGERRLER. ik, &
SR EEGRIZTMER, BELHEN,
A A

AT 5 e A KRR T O R
EEMBLRIYADIFAT, HPRENEZ RS
AR, RIERAE 5 BT R SR R

AT 55 T R B RS R ER R R Y

FERHEATHI (http://baike.baidu.com/view/3287399.

htm). EEFER G+, RBEELLGER
FEREEMNHFRZ —. FLtL, SEHERK
H3, BIESkEER 7ML, EEEH ST
HERAMERBEERN. AXTERSER
3 E AR I ok B 7 S T A B B

RERMHEEFRAGFHRFEMNBER
WAHK, BT SER P AT G RAT fEE.
ERARERR ST, REXFAEFRKER
FKIEWE. BB, BiUMK. ZITER
LNTE F AR R AT . XS
BRI R, EZWHTRFESIE, NELES
ERIAR & B BB R AR m. Fi, 7
XM B SR R , SER SRR
BAFRENL, A BB ML T2
SR, NECERERWRE, FNXA
& “ETXHAAR” MEF. TEHEERL
2% 5 6 v B B R IO AN 155 B K B B 35T R
HAF TSR, MEEHFEX IR G285
SN h &S 2EINE R LT NN # %
INEZRP OB A RER (HRFmSRIES
HERHFE (FLOY (2009) HHEER T VO
ARG, BRTALSR IR T 1 4% o 4 B SE e
i A s

3.2 HIEX HEH FEPHALER K

3.2.1 & &4 b o AL 4R IE I SR

HELAF B, BT SRS E N (Tact Maxim),
K —BUHESEE (solidarity strategy), AL
M, WinarEE.

WA SE U7 3R ERCBR T B o AR Bt
. B, LR, BEFIEHB—MEE,
R—MXEHREENRR. ARFREES
BV A CERER, FRXARRE
SICAE RS LT I A KEIT ek 1
TS, R IRERmER&ME.

THE AR R A ER, 2 HALS RS
MISEHE. f5EREEEI TR E EBRE I RE
B 45 R TR RLBERRVE R “ S ERSRmE 7, BIFFK
MR, FELUMERIES, B “AEiskeg”
AT

# (1) EXRHAHE (First Enquiry)
Dear Wang Lei,

‘We have seen your advertisement at http:/www.
Made-in-China.com and are particularly interested
in your bamboo and straw articles. We would
like to have details of your various types,
including sizes, materials and prices.

We are large dealers in arts and crafts, having
over 15 years experience in this particular line
of business. If the quality and prices are satisfactory,
there are prospects of good sales in our market.

When replying, please state terms of payment
and discounts you would allow on purchases of
quantities of over 100 dozen of individual items.

We look forward to your early reply.

Truly yours,
Thomas Hardy

FIHT: Leech FL3R U f SRS 1EE JU) R 18 /)
TUEANE; ERADIERRAEN, B,
i N 32 2/ B8R OK,  F0— AN SR B IR HE I
B, fFAb A SZamE/N . B AL 5 R U f S g
EMMN=ATTEPESES X H5-22/8
(cost-benefit) . LM (optionality) FAFEMN
HIFE B (size of imposition) . 7E_b [ 41 T+,
WIEAEE -BAEZEN TR T BE3K
BT A F= b fs B EE, v, R
BEHIEARIEEFRTIEAN, BARXANE
B U HEREAA A - R ZES
CUZRAR, 2007); FEIRY, BEiEARE HOK
W3 A= b B ER,  SEHE T L T T R R HE
T TE e IR AT URILE BBk
Wrik ARS8 . TR W18 AR A KT,
AT HDYENR “HR7, WIRARKEEFET
RIGRM M ASESEEETREBA: We
would like to..., WTIHE—2F K7 H—3.

R _BRE, WEANARERENTTA
BB, WHRMNMAT HOAFAMHER, Ll
T I THITH T IR HE U S - T IT IR AR R
BB, Ui iE NEFEAF H If..., there are prospects
of good sales...[R14&5 {44, & H Ftis (presuppose)
FHWEEE, st ENIE AR IEER T .

7 .



B 5IMERR 2

ERE=RE, HIEARIBIER 84
B, EHT ®4A. FEALEE? XEL
— AL RIS IR, BFOARA SRR
T RWTEE A R b R s AL I RE 7
WIENBLBRNNMABREHREELAREG D
EHH,

HB/EREEERRNL. Kk, fEAHZ
iy K AB AR EARASHE
— AL A

3.2.2 WA & 6y ALGE A K

WAL, BFHGHENRGBRERN, sE
TASRAL S VB F SR, RIZE A TR R
®,

MERARAM, RLI73EI7 Fr s
F/HBIE, BXHH—TT (BN mH—
77 (RN RBBIMRHFMH, FERRK
XS MHIE AL 5 I — TR

MBGERUARBEREN T HE, HH
BRI TR Rma . BE. M. 37
MEGE, REREBEZNAE, Fnm
BB R MR RS A KBS R H4E,

Bl (2> % FREAMER (Reply to the
Above Enquiry)

Dear Mr. Hardy,

We are very glad to receive your enquiry
of February 3 and thank you for your interest in
our products.

We are sending you our quotation sheet
and a copy of our latest catalogue giving the
details you asked for, and hope that some of our
products will be suitable for your market.

On regular purchases of over 100 dozen of
individual items, we would give a discount of
3%. As to payment, we usually accept it by
sight L/C. We assure our clients of delivery
within 20 days after receipt of L/C.

In additon to bamboo and straw articles,
we also deal in carvings, porcelains, wooden
products and a wide range of Christmas gift
items, details of which you will find in the
catalogue. If you need any further information,
please let us know.

We look forward to welcoming you as our
customer.

Your sincerely,
Wang Lei

AT BEERENM R TUTE A, R
) U6 ] F 108 15 N o AT T2 I AR R R
7 FHIXNERET, EiEAE—FHERER
7~ RS RO Bk, EXT R B
WARRYE, BREFEF CEAEF). XIE
R YEN IRAE N IR RERD XT3
AR, REF KMTEHESNEH. tit
R Ut B R YL TR 1,
KA R T U E AR ” (Leech, 1983:
135).

T RIEXHSME K, HigA
A FNE BTN A, “We are sending... and
hope that...” R0 H XU iE N ZE WL 1 R K
. BARKEE RN WA EN R FREE,
BREEEE =B, HiE AR I m Wi
ANREET =SB0, 0. AEFR LK
KRR RERE RO EAER, ok
W7 iE AR E A MG B R & EHE TR
FARER, HRETHIEASEREHIEZ
FIREEE . X SRR A48 B N 5& T 4% e Rl R 28
H—B .

e 4y B T W8 A A B 4R H A )
J&, [EREEPIE “In addition to..., we also...”,
LRI INGE BIEE, /T UIE AR
EERMR. SRR B AE . BTIORA if &
HAIxf T iE NG BB/ RMHE T, FTTokiL
H S A T i A I T TR A 2% FE RS A B
EERIEN.

B —BRUGENBERE T A BT
FZ IO SRR RN RIS
3.2.3 A4 B4 o ALIRIE I SReE

WRR, sy R R E AN,
RIEX 5308, REBADHELKRE, REH
X7 B R -

B RIBEE A (offeree) 7EHETIIRE
JG, AR ERERBMNAE, ATH
BEHALY, MRERMBSRER.

BRAE RN B UBRRAR R R EZ R
HAAEHE, FNEESREWE%SERE
Bl

BT AE BRI R LSBT BB R &
HEH 2, tHREER ST LTSN
. Bk, 7EA{E oR B R & 2 MALSIE
RERE, N TX—MBAERENELR, Xt
T F R BRIEEEEEA.

5 (3) FERIBRIEMN#E HILAE (A Counter-



KB RER BT B b LR N5 A F s A

offer Asking for a Reduction in Price)
Dear Mr. Lee,

We’ve received your fax offer of January
14 for Plush Bear Item No, 1008 A with thanks.

All the items contained in the offcr are
acceptable except the price. While appreciating
the quality of your commodity, we find your
price on the high side. Now in Europe, many
suppliers, mainly from Asia, have come into the
market with a much lower price than yours. The
chief sellers, worrying about their market
shares, are again lowering their prices. Such
being the case, to accept your quotation would
mean little profit to us.

However, we would like to place a trial
order with you if you could make a 5%
reduction in your price. Should this transaction
prove to be successful, we’d certainly place
more substantial orders on a regular basis.

We hope you will reconsider this matter
and send us a new offer.

Yours sincerely.

John O. Clark

oA ERXEHEREF, HIEANRE

PR REFIUTIE AN =AET . HAERRRIX

— XA, SIS AN ERER R T EiY

WHRIFD, XTI TN HRRT K
WSS, f4° TR AKIERE .

BETREFEANGRIEE—ME B
i, UEE AR TR E R, B
BT X IRBEARA RN, BN RR
B BN, XAEEE A E REU
BB T M (buffer) (FEHEH. BFREF,
2002), FRFER] T 5540 /5 H 15 A Z R H A
AER . XE—ERE RS T IR
Mo BT e THr A% i Rk 2 B 7
FHEAE, WIENMERAT “BRERTE
SEAL” R K BUMME T BAT A — itk
fIFRA N LA (state the FTA as a general
rule)” FIE SRS (XIZRAK, 2007). BLTEA
SERBIBRP GL BT IR IR RIS 0L, MRE X
RE|EERRBHR Y, BEMEA “would
mean little profit to us”, /8] X “ KB K~
WRE N EEEZXN TRERLRT . WIEA
XA 5 P ) LR R T &, R TR S HE D
T, RXRE A SRS FRR T 38 B 7 3 i

B F RS BT NPT BEE IR B, B %t
35 A BEEZ R BRI .

HEERMT 82, WIEABLEA if
FH MBS R EESAT, M
AR BT TR, e sgi ot 1) X 75 32 b B oAy
AR . /5 ULEE A should A1 would
R IRE we'd MRS —AN &M 4), XERK
ghar SR AT AR A BRAR I T, B R
(benefit) TUTEARMERFRK, HHEHE T
TEASAEETHFK. £ Leech EFREIIEE,
ABENE E SRR TEM, BT R
KHPERAFRRFR

3.2.4 BT H M W ALLIE A K

RISHSZN, M PSRN — AN,
RATREY RUTIE AR EF IR, RERTT—3
24k,

BZREZHANCERBEOHEZHA, T
A A R RA TR ENO R 5 &M, B
BRI AF XS T7 1K AT 5 ) — TR

B R LA SERIT B B A A
ETEANE. REBERN, EZRPETFRER
&M WXL REMHER, FHERL
BK, ZRREFREZR2HEH, Us
HIRAR A .

B R AR x T 3K S X0 7 R U AR T L
HE. EERNGTLELHIET). BRI, #
ZRWBEEBEN “BARRE—EXH” 1
FREXT, HEREHBELWEHEE.
BRIk, FEHESZ iR PR RRS 2 AL SR SRR,
AMEREB T B HAAB R IUTEENRE, &
RERILH XU 4 R 3 R R LNk 5 AR .

% (4) ¥k (Acceptance)

Dear Mr. Chen,

Thank you for your quotation of July 22
and all the particulars you sent. Both the quality
and prices are satisfactory, and we are happy to
give you the following order:

2000 pieces, Meihua Desk Fan 167,
USD15 per CIF Los Angeles, packed in wooden
cases, each containing 6 pieces, for shipment
from Shanghai to Los Angeles, within two
weeks after receipt of relevant L/C.

As the goods are urgently needed by our
buyers, we hope you will make prompt shipment.

-Meanwhile please give special care to the

packing, lest the goods should be damaged in
.9 .



