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A GENERAL INTRODUCTION TO
BUSINESS ENGLISH WRITING

W4 %EEE FEHRR

Section One
CLASSIFICATIONS AND FEATURES OF
BUSINESS ENGLISH WRITING

SN RS IR ORI AR S SRR AE

—. BEERESIENEX

R 55 SR S AR A8 AN 17 (B Br i 55 16 3h o BT A S5 44 38 3618 3CF5 Fn 45 #h
KRESCBREE,

RIS JOREERN R 02, W RS AIT#k B 28 55 34 Fas Fhac A
SRR ELE, RBRIGES AT RETE EPRR 55 TAESU b iRk R A .

=, BEREBEXFHNSE

55 SEE R — R R PR B9, T E R AN TR S5 E PR 55 1 3h b
RS, HEEAEEGRT WA, WEBEZIT L ARE, KIS,
FATTAT LU LAR JUAN 7 T H 7 55 30 A #4740 2K

L ¥ REIHREADRE R 55 it SCA oy oy 4RI AT, I A, FaTHe, &b

AR, R, REBR, FNGERSE.



2 BERIFEELR(2HR)

2. MRS /EFRAKN (BEERE B AERZIK) [R5 RSO 5
J: {58k 5 E {5 B (Positive Message ) ., & Bl & & {7 B ( Negative
Message) . f&i% #1 ¥4 {5 B ( Neutral Message) LA K 3 ik it iRk 1% {75 &
( Persuasive Message)

3. $5 B8 [ PR 45 18 Sh B R R 19 nDRE S 55 B SO R . RIS B RIS
W RBIE, WFRATE ., WS SHEEME S ERE,

4. 2 B8 [ PR 55 BT IR 55 00 01 AT AR R 55 BB U Ay R T UK
RANEK, (R, UK, S ACSUER. BFEEREME
B 3CiA

(1)

(2)

(3)

(4)

(5)

(6)

(7)

eSO, T SCERTEEF A TS e RS, HAVIH
BRI BRI AR, BFE&EMNT .

RAE, BAAEEAEE., HEE XA OR, k%
X, MEAR. PA. RIE, FRUE, SRR, #EME
il BE DA K R0 4%

R PR, {5 R SCARHE AT 7E D\ 55 [E PR 55 7 3 ok FE ) el 4
HEREAE, EXRH LR, AR/, M. £&, FiTH, &H
{5 FIE A 4

AR, BESUARISIES TS EwHid, A RIEEN
A, FER TN, SRR ERERRE (R BT
Mt (Operating Manuals ) | 7 & (8945 #4) ] 7 F1HE R B BE L Rz 4 & 5
FHEFFRMNNA . AEETECELEW R FH (Manual for
Drivers) . Hf 45 & B ( Mail Manual) DL A AR 245 %6 H1 ( Doctor’s
Directions) S545TH A4 KL

B AOCKR, BH AT AT Ak %5 & Fh e 55 DL
FHEGE R, AW LA KOl %5 J7 T ) SCAS . 48 i 5 R4 . R S5 il
B (BEeRH) . AR E (BFEAFRMASM@EYE) ., &G0
K. GEE, EARMEERE,

BRI, BFFAARARIE E R EAGERMEN EPRE 0
EF1E. 83X, VB, AW REAM FRIM kB EXAEAR
EEFFERISCIR, OIELTR . SalER. BIRRAS %R, B
T 2E RN 358 B 2 R SR TR) 2 R s 1) A

BEHOUK, B SCARTE B E SRR AE A SCAR . iFA F A
A, AR (W) M E, PR SRR SR SCTE
%, ITERRTERSUASR, X2 H ORI X ERER .
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5. HRNFEEPRE S TAERRRE (SRIR—7 55 By #—5h B0l 55
) AP 55 BB SCARITN :
(1) SREPWERSCH., fERBUE. fH. #FE. WRE. mFHFAR
FIEFIRESS .
(2) sz B, QFEHFRHE. A, BiE. A0F. B
fa. BRE. MREMRERES.
(3) HAEFIH., AFEMNSHEHE, F5, FE5F, AFKRE. &
SRS (RH) . KVWESEVEEFRE.
(4) pWEEXSH, GFARRS, Famid, ™ 5m B ZMH0 B8,
PR . Rl ORI (%
(5) WFERXH. GFEIIVFXR, RiFHE, AZ, MB, &
£, WINTH ., GRS, FFLERIE, RE5REER, &
VR, RIS ERE,
RIEARF PR, AR RIS5 JBE AP AR BIKE, BRZNF-K
ZHNEK, (HRF—R MR 5 HE XA NGRS SRR R EMBIZAL .

=. HHEIETEHRHE

55 JEEAE R T ) &SGR 00 B 20 3OR HARIRYE, WnERE . B |
TEIRRAE . o T E PR 95 45 %l AR AT B0 i SERRE ,  [R] A th 3R A A R 4
R\ TARRC WA FESKERN EE, HEESRESIEREENR
ERSCAYE (BIZEWE L) FIRCRME, WS Agng . A7 A%
i, BRMREMRNITES, 82, WFEEREREFTOMLE, HRAH
LT, FRHIAE. WHEREREFLUTIAME: ESHEHEARZ M.
WoRtER v, REOCHEERIE S T XEHRZEEMAENE; A
HEZRPIMEGR ER M MRS E B S

AR 5 3k XA, (R BAS [A] 89 SCRRRAE . BT LA R LA 7 d i 47
I3 -

1. P %515 eR SCHARIE

S EFRMLL, WS HERAR. A7, BREMRESHS s ™
FREIER

(1) M

55 fr PR B i), 254 A IE SR 5 R R B B AT, FFESR AR
HERRELR | RIS AN R (B AT E MGG, B g E ML ARE, T
AR A B AT LAVE R Tk RERFE AT, PR 4 w15 % b R 35 A9 3 B R 7



4 CEEI- TN -AES Y

4515 PRSI ) PRV ARAE . (0 INFEARAN RS v, LA RS R, #R R A
45mgiE (40 FOB, CIF, CFR %) ; 2 KA+ a0y Anttuk l4amsis (i L/C,
D/P, D/A %), &, Mitfrif s RGeS, H inquiry ®x R A
TR i, A claim FoR CREET MAR HERRT. WiET

EEAEENE, BEMSERNERA THEH. A&
B AR CHEIL R IE T, R PR e . EHE, DLMEERE R,
W AR, ELRFBUAE A AT ST A 0N B i) 4 ok AR LA {8 A 89 K da) A IE 2]
i A “As soon as you can/when you are ready” fU# “at your earliest
convenience

Fi, ATLAERXAE—A 458 AR EIER, Bk T5E AMRE
ANIERFCEERIE ., Y5 AN . 9SSR, &FEMEHE
R, MEMIET:; USHMEX AR, s i HIEEL, AHEALHN
EE A=

(2) AFImE

BSfERMNIE ), B CBRMBN M, 2 RE, R840 EER
P NG Gl PSS L e B A T A A 1= vt TR R

(@D In the event that you speak to Mr. Anderson in regard to offer, ask him to

take into consideration the other crucial factors. (& /16, shislsEiE)

2 If you speak to Mr. Anderson about offer, ask him to consider the other
crucial factors. (F1EIR . Avial, Shia O E)

(3) We are writing the letter to you in the hope of entering into business with
your company. (&A1 ialE1E)

(@) We are anxious lo establish business with you. ( JHzhisMCE41E)

B ERIER FRA M FER, WosUg®) e, HIET

i — 44 F
@ To update your records and actively reflect Xi'an ATO Int’L Trading

( Enterprises) Co., Ltd. ’s financial standing. We submit the annual report
for your view. [ M F KR TLiIEFLHA] (sentence fragments) , if A2 —
A a)+)

(2 To update your records and actively reflect Xi'an ATO Int’L. Trading
(Enterprises) Co., Ltd. ’s financial standing , we submit the annual report
for your view. (/] HU2¥ —m]fy <. BCh 7 BUBCH— e
14+ )

e, AT, 2R FEA). B 33 e shiE S m g EE 2w



Unit 1 A GENERAL INTRODUCTION TO BUSINESS ENGLISH WRITING B

FHES A AL HeEER T A
(D Mike tidied up the room. (4= ZhhFiiiA 7 75 724749 55 (] A9 8 T, 53908 3
HEFEIAE)
(2 The room was tidied up (by Mike). (R EEXRFERELITTH TS T,
WA I ANITTR)
T LR PE AR A B SRS A AR ESHEGE. M. To give you
a general idea of our products, we enclose a brochure and our latest price list for
your reference. (5 {fF AFUR E B2 L5 W fE A PTREF ZEMIBERE, LAWK R X J7
7K )
EAE R THRI X AR 2 4k, sl e 3 R ) 7 ke g, sl i R Rk
A PERS, EE g EES, Xl TEgS AT, IfEmdirEEmt
AW, DANTREG X J7 48 5T, FRAR B AR O AT REE, it fe 6
o .
It is understood that a L/C in our favor covering the above-mentioned goods will
be established immediately.
(3) WELSHITH
T 9515 bR B4 M D 2 VAR LU AN oD
—RHN B, . BMFILLFILA:
© FHEHGE—H (Unity) , BeiELZHN EE “— Bk, — 8"
(one paragraph, one topic) YR,
@ KAAEREME (Length) o [R50 {5 pRAH L, 755 1 oA 48 0 B
B, WABIE RN 53 (readability) HARKMR W, BrLAZER
HBGA S FEA I, HAEY & WofE ARy e Al
@ EHMIETIME (Coherence) . H]F2ZIA], BrikZ M BT AR, T
Wil UL NOB B AR A SR H ) IE B Y% 417 ( connective words ) Fll
1Y% 19A  (transitional words)
@ 15 BB IAYE (Emphasis) . Btk i 55 09 8 SRR F PTG (5 B
PR HE, EAEEZE IR, A FMBVEALE, M. B, .
Bk KA. AT EMARE IG5,
© NEMTERENE (Completeness) . NIIEETE (FTE) MsERetE, B 3
‘) (Bt) (the topic sentence/paragraph) . #7541 (Bt) (the supporting
sentence/ paragraph) FIZ5E %] (Bf) (the concluding sentence/paragraph)
TR, BB LT ILA
© EEME, RIHERIIGE, SR E. NARYEChRFRE I Tk



¢ PBRESEXE( SR

@ &I, FISERAT BN ER, RIIELIEMW . A RE, NARME =
BB, . B, % PR —RRB—ER T Y [,
e “ RBRRIB—5 B [n) B—fg e () B I . 5515 AR LIS 1
AR =B BIEWENSEE . FIRSCREES =Bk

2. W55 R SURFFHIE

RS R — AP B v A PR AR S B B SUIR . B S R 55 1R eR Y SO
MERVFZHMIZAL,, BAEE 5 s F AR B85 0 T A oo pe e . BRI BLAE
LR JLAN 5T -

(1) REFR. HRMFREXFTAEES | iCBAGE

(2) EBEEBH. NETE™EM ., FAEFEGETE, MEERRENFEY
BIREARMERS . % LSO 962, AR “about” | “maybe” ZEEHIA
HHEE., EHRABEENEAFSEE, BRRERRNBREESR. Y
IR UEAR 17, JISRGABIET T, R R TR s, A B AR B
MRR T, WAEFEL, JRABPHXFREIABRZHONE . EEEERR
EETRABEFNL™H ., FHEAN. B THFMENRZEEERFTFAL
HEMAR, BESEERSWEZ,

(3) MRFEA. mEEHA, ARERPROME SRR EFHL, I
KSR A . E RSN,

(4) REGH, 8% A0S 28 T84, 54 3180 /N
PR,

3. B55A [ SCERFRE

MFERE—FMEAERE AN, HTARIES B TEEES M
Wg, B, GFEIES b HE FE 06 R s, H SR R R e . 45
Far=idE . NG . HAF R LR LA i .

(1) AREFFE. 58 VR% 56 09RS 0 M R0 ™78 PE | R AE 00 L b M AR LA
RSB 11 0 WA R AR A

(2) AJERHE. EZEUMGRANE, S gER ), Enga), KA fgs
BRI EAE R SR R 556 TRl ) i SRR AE . EEERIR LUR TR ME: K Aghta s
WaOR ™ BB R B, R, R4 il — e s F s a1 A 5y
BIZEH, BHHBELE . ARG . R, RSB S,

(3) WEFE, HFr S MRAPE, FHEW ., AR ARE, EXE
45298 (Preamble) . [E3C (Body) FIZJEE (Witness Clause) —#4r. &
FZ&KZHA B ZR, MERYHESRS, EXNRXEF ST EE
KR — P K
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Section Two
BUSINESS ENGLISH WRITING STRATEGIES

BN ST RIE SRR RS

TR ERNERAR, FRANEERKERAMER. Hit, 7R
FEIBEGESR T, HAERESFRMER, HACRBGESMWEERK, H
TieFRIRMME R, #WLAEMELIRNE, WEANSERKEZES N H
P SR ] B

—. FLERK A& (Politeness Strategy)

WRYE T FIRE1E" (Face-Saving Theory, fRifK FST) MtLEREEIE, #L5R
= “HWARIN" (Model Person) K T iR MHF (face) T REHZFFEMEITH
(rationality) , ‘ER] 43 AT T (positive face) FHIJEARE T (negative face)
M., PR F2iEA 2SR AN EEMEF; HEkmFEEAFERZE
BANBEEINERE, HOITAARZAATH,

[ T B TR BEiE (Face-Threatening Act, f&#% FTA) AR: H
SR T O B A 0 U 0 . Herb, RO R R T T AT R AL
B R T A . T AR SEAT O, DA R el EL T A T A R i
HeAZ X0 7 i B el A AN A SR A AT Oy T B T R N T A9 AT O AL AR
B R T B B E AR OIS ATER, BERETN, AR
P T B BETE A E 3 T iE A T8 A ST R .

HTFHIRPE FTA —ERUIE PRI Wi+, B, WisAATHRHECE
-, R TR, S EmRERLRAES . fLA “HhE
Hilg”  (redressive strategies) . #MECREE EZAFE —Fh. BURALSIRRE . HBALS
RMEFIAE AT ALIR NG . B AL SRIE () B A2 4EWrid AR 1, R
Wi AFVTE AL RIZ AL, DS AR SR THAR AL SR ms i B A% 2 4k
TR ARTHIE -, RS ATLTE THUTE AR, XFHRALSEERT
[lkERHEnG, ZAERSSE; EAT LRI RIS BE AR H 2 iGN
BOKEEE, GRSV AN S — AR, R AR druaaLs R,

H TGRS, f% TERENMMER, I E TSN R TR S
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{F BRAIESC . AT LAAREE (7 oR 15 3 10 17 B 75 2 UM B A T, DR
AT AL R M . PR, FER S (R sR S VERT, B JeiiE (PR EE(E B K
W, EEATLS R HEME. BEHE. WREHBMFHEHE. §EH
BE R S R AL SR ARG, SRR BTG A8 T B 2 AR A AL
S, SR VE RN ZE 5 (5 ARSI e T R AR B AL B SR, 5 [ 4 A
Zelgi, A B ARSI 1 o B T FH AR ) R L350 SRE s ST R T A B AL 3 SR s
FLRER X 5 75 A H st 7 X () R ) b 2 75 XA B U5 K R R B R A o

—. EH##%M (Direct Approach)

FI95 SCREE N =3B dUs: Jhk. IESCHEER. —BokUd, JFRBUNIZA
WIERE, BOSERS, SRR, I EEE R 5 B 5 1 A
FESCRER A, WRBER SRR, JLBEAPIMER, —RRE, —&
UL AR AR 53, IRl , MiZESER, FhMER,
HWAEER B THERBERAR, ERARR, #8530 A B R H AR
XHERRIT =, FETFIESCOHRME B2 “ FLESRmE” A [ ERm”

FIT VA e SR 3 R AR A SCFE 9 T Sk ) T Sk BOl B4R S A AL 8 1
fRE, JFIR, BT Y LR RS, —REFEEENER, UG
HMAXRGE, SURIRATEORE, sUERNXMNTIER. HFBEAMHEE (FEHE)
(1R PR 2SR B . e TR P BB TIEmN R, Wt B R .
AR U IREE BN, Wk ARG . HF LT L.

1. BEHR

Dear Mr. Black,

In compliance with your request, I have reviewed the proposal for updating
our Brand Image. I totally agree with the recommendation.

Your proposal has been approved by the Board of Directors. Of course, we
need to discuss the specific measures of the project further. The market
manager, Peter, will phone you to arrange matters concerned.

Thank you again for your suggestion and I am sure that the new project will

help us gain competitive advantage in our industry.

Best regards,

Johnson



