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B] = |Preface

4 9% (Business English) {E 4% [ THi&951% (English For Specific Purpose) [1—
M X FRHE LA — T R FH R BRI RS Mk, JRE SN
REAAR GRS B Ll, BT Tl AA 8%, 52K 5 98 Lol
HMMNIETA . 1FRRF G EERE 1 “rSEisSE” ERWMN G HFFRNAE
BLED K, IAS R4 A R B 55 il 5 VR (1) 5 ) SRS RN T i, IR S 1 A (1) 1k
., (HiCHEE B RKFIPRK.

(—) BRER

SR SIE, 1ENM ATk LA R MO R 02048 (1) — T g, P59 AR 5%
SEH MR (ERE S IEETWE R — T TR0 WA, TIRE2CE TR
Hle AR %5 B BAEAMEMEY:, AR S IE S IE T LA, A
FoAE R TE T HERE (ESP) Koy, Baaim) , WAXANAER ST A, A
{CEE R BA A 47 SO X, T HEDR B MURRIE 5 A0 . MiSEREN S, M5
EEEFEMUEIEE (ST) MARE, mELHIE (TT) MflEE, WRW RMFL
N, FTEZE5RANEEERE. EREERN BGSHRERMESHE, B7E
A1) (Word-for-Word) 1A R AR RE A& SIEE T A, SEEk H e\ TS
BER R A5 S B SAER I ME T I MR, B AN S, R B (EGP)
bk, 72 “Ed EHTEAR, LB ZEREK” (Hutchinson etal, 1987: 53). fjd5diif
EEEITAMMYEG L LW IEE S R MEF WS ALFZ LR, MHEIONREERA
B PR R R SR RIRE M B F i

PRGSO ZE R E R S S SR EE RN T ER R, WEHA
TR S AR )ik DA S At B R0 I 22 53 Atk e T 4R A B 5 R KRBT e . BRHE I RZ IR
FRVR S ], R BRE ADUE ()5 21 3 Be i — 20 BR8P AR AE R % 1) 15 AT /i 95 5 1
AL, K, “EEiEkimd fHER MRS i 515217 (White 1985: 29). g
WEIEF ) B B SN2 MNEHEMSEE T, Btk R=M e A EfdE 5 —
ESHSEE. Ak, AT RSN T ML R E A KR & 9E SRR Hig it 17
T—ANTERHT (Needs Analysis) fIIEZE, H&E&HC T 2ERMERFEESIEHY
MV S, 'S T IXA (R HFIEESE) #bf . & T 10k, fHRNH)3E 34 4 Business Writing
in English T 9F English for Business Writing, & 7£ 20 /7 LASRE SR J7 A B R4, (ESE
B A P e .
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(Z) AP

ARG 5 SE AR EE S BRI, 8 T2 A5 0 2 S RO B s, A 1536 35 0%, 7F
AR RENESR, EESENHNAERELM, §FeusEs], —m M, -
JA — Ry — e R SRS A O OAE AL R A, AT T b 4 G
S OB SAE SRR S ER AN, RSN N P T R R 1 A, 4
ISR B = L,

AR RS E”, BRI S L A I SR H B 28],
— TN EAHTT, L CESEAR Y, S AR R AR Y AR T R At
45" ARRAGEZ R, ATHE S ) DI W TS RS RSN S5k 1L “ %
O 7, SO MR AR CARLE, (8T /A S5 5l SC B IR TV, “ )L,
DLV T HE ) T A AL R 55 v R SRt a, I T I B A 2 5 i A e
AHES: V. CBES R, R DA A i SEBLS A 1 F R, AEAS R R 1 R
TN %% S 3 3R 2R E SR I AT b VI “THE PR 7, LA SCUREIE e 7 5%
PR SRR AELE MR R D B AR () R, Sl BB R A VER R AR RV, XUR RIS S s T
Bifg: VIL “SAERE”, MEAEMR S IOESIHEIES, T CamdAERIEFIEN
( Word-for-Word) FJAGE “Xf 257,

(=) 237

WITT 4627 21 i 55 SR SAE Ik, VR 2 (A 22k, B F B SORREN N KE, A4
R J891 126 RS P 12 1T 3 P R SCSCAR s TG AR S SCAR B 3 R0 TR I S HE B K e ] A 1%
R FASE ST G LA RS FAE N TR R . R4, BN ZERHE 2 21X ]
HEVIRFEE B O %5 1R R 05 3 S5k (4 e Wie 2

BATHE S AE XA A ST K I 2T 825, AT R IE 2 B S RIX N2
EW—FhAWR B T1. BM XM LRSI R, AT R 75 2 F AT R RR &
fE. FIRBEMAES S . FENEZERIGAETS], ERiEiesss, SRt
R “RIHEAE” FIFHXEANT AR T TR, BRI A S LB 2] 78 5
IERfR; XF “RALTE", BEMPISIHEY, XL 2 IRTEABRPESE —F T4,
AMUE R T RS RA, BAFT RGBS AR ST “WiE”, EEMILH T
B SR EE T EA S SURIPE 55 0615 T IRE 8 B S BA B W] REAEAE AN IR R 5 1«48
WA, ERBAEFHCEIHXREZ FHOSEAE, RERETHMAE N
K, S % AR B WA Ginternalization) A4 & TAE AR A2 T B A0fif 4, 31«
RSE” sk, WERRA]REMALE RS EES, 1 LUE 24K FH R 10 R IR H %5 2%
BRSO 40 Bh T BRI SRR B 1

HAERR =AM H%, MNHIABEHE, RIERE—REEDOE R SCRH 2 0 kM
FIZ S RIA T ik ? HTF-—i7R (root) AT LARTA % /D A& SCI 2 i fe] fip i ik e
AR T Ja B Fe At o IR O 2R 2 G R g T 6 A 4 5 1 L ] R SR A QA T L 2 A
F CASR T 5 B RIA 2 fA1E 2 WA ANTEAE F B T ARIE 2 A 2 P o 1 ] YRR 9 T )
1%, BT B A U BHE N R Al iZ B ialil . SEBRR, IR R H 4 0 S HE A
VRS WERIF IR . B L, EARTITHBENB S B SEXIEAETEE N
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BI= Preface 7))

SR KR SO . SR EA 1038 5 AR, MAE SCEINBAX 4r,  aT A 41 TR E
MIENR . b, tHIW article IXANAJES, AATTE S0 AR B4 58 H & J0iE FR8E R 11 « i,
b i) 7 SEE S, TRENR 5 SR U B SO BRI, KT . i PRI UE S,
fBtn = 21 & A B BB 1 AR BLAE fh 5 S FIER 2R (nodes and paths) FREITI M 4% 1,
RSN KU 51 R 2 21 3 % T AR G RN AR 28 0 A7 AE A S R 2 o, 0 ] L >
. MPOETFAEMOER LRIV E, I EA X 1% 0 52 A0 7R R 8 8
MIMTERAF RN AER O BEAR AN R A O Sk 3Rk . ik, BEORZEAEZRH A i) A
DURUfA ] i, T AN 2 f SRR /N B s

HiK, NOREZTE, 5 1E 45 DUEA) I8 el o e FoA R 9818 4] 110 F 152
(] — U8 1) - P & 43 ) 22 18] PR P9 PE K 3R 0 o] F 5 A I A e i S AR 10 159 DA B 2 d o A
P FIE 1) 75 BRI 8 A LB A E 2 g Zh MR 25 82 2 o] & 2 13 R0 5 LAGE I 9 0k
P E? W A TR BRI SR DI 2R SR 52 R RS 45, TR E AN S
TERASE? XA A)FITi~), BEOREAWr IR (Audio-lingual Method) Xf 4 -
TG E i a) AT R E B W, BAr NSRS, s S 45, ST LR 1 45 25
(Mechanical Drilling) ——7¥1fi (Reciting) BEfEYE#R4% (Comprehension) —1ii H
(Application) WL . FFFRESGEHRBAM MRS ESHIE LML, #
BN - R EER KRN HAE R . T —T1HES kI, HA%EE 7HEAL,
A e FH BT 250 R B AT 2 PR, 1 R i K R R ) A5 SR AT T T LG
AR, XFA B XHERING A AR T8 S R RAILE, A ) 7890 1
FAF . RARATIE S SCBA BESCHN “HIBC 1“7, R, 555 S 1 2l
Er, i sCEME RN ER R+ o0 ER. BB ER S FRN, A& R0E
SHRHREEIIREMRENER, R ERZIE T M5 o 0T 075 3 w5l 90
ERRAX, 2—MERHEMIEBESHANS, BdASRAEEmA, TR E51E
Frab @5 WE S MR R R EA @S TS, Rl b n]hnsa it 5 0 f H ok f2 d i O
BEAT W AEFME E . PR, RSN [F R (o S ) 1 s B R AR R A AL, (AN
F R . RAARREESS. EES /% W WA E R SC 2 RS, %0k
751 B 7 1 R 75 B AT fE

wa, MERZHRER, BT %R0 R AL FRBENE A RE
KRR R . 2 5RE M EEAHEH RIS (self-assessment) Fil [ 2
fiti (peer-assessment), FRX[A)TFEIEE. 75515 S5 [H 22 SIS M VRA], B IELE
BTG, EEEEhE, EERESETEES. PR - TEE(ES, L& F¥Es]
Ple. XFh RIS 5V NI &2 STRE I 7 30, (624 S SRS T HLAT Pk
ML O] AFAEER, EREEMEA PG . A AT R A 6 M
AWML, AReMB s mit. FHEM, MR 0. Fes RISl 2 i E
K FHRE|IEFARERE, AFHE—FEENRBLT . IBIEASGHZE —Fhie/, FiRE K
H, REMAERBERESIERAN AL, WA NS AR —F AL R,
ILAEES EEERPMES B IE S AR R MR B 2155 B K H
s LS, HRAMERRRE.
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D) BEEESME (B2

(M) iRt

i 55 Sl SRR R S OE Tk iR —, HCE SRS A R, &
2193 AR KIS M. M ESP ALA, MBI EIES/ER T A £m
SEHSE SRR, EORFBOTA A A FLELRAEIEE S KA EZE M A S8,
HO 0N R B R & JE R M b 20k, &0, M5 EE. #BE
Bon Wit FAE SiE e P A TR B4 R A RIEMETER, BEAR~RAS
FHO R R, ZEA R ZIRIERRI XS, BARS NEAMARE SRR S S .

FOME R0 T2 A 70 T, SRS (8 & iR X AR B R P . % T
B NIL LI A, AT CATE A RAESLRESIME, IR E ST ELS I IR B AR R
RIS RE,  E 5 B0 AN 78 2 AE M B AR LB S e s KT i B b Sl v 55 11
2, WELRIR 7758 S B A R A 1R 55 2R PRk, DAMELESRAC IR A 6 kil - g
YA BB S E, W RARERS N Kalid, A MNIZSEBUELL, HFRRAERE.
o B BT A T HAE RIS MER, SRIGTEILEEA FRS Dt

XPFIXA CFSIEESIEY #h, IR IR KL RN ST S/E, (B3R AE 11
R, 1 HATEER A2 AR 2, SR ) o IR ANER AT, (H IR AN I 2
BIPIRE 5| ERIWIE . — i, FOHFH BB A M r 1] TAE, B BRI &R 5L brof
s BB B T BORSCISER H W 5 —J7ti, A T22 o0, vl DUEESR R JH o 7
fFFe ShiE £ 7 X B A Bk, SXFEAE TS i Y o) gt 2 BAAEF R B CiE R .
il FHECE 1) Word SCAAN PPT AT HEAE, (8- FIHAFIH 2 84k (multi-media) #4728 A
. ARz AEFESERMERZ]. B YA ERERE R FAmIT
P SOkt N I VR SR MR HUAR HE A [ o)t A 280088 G A A AR S R IR, AT %
B RO E, BUFRHBRE A NEE . S ESEHE D Z AR A AT DU AR
T T ) BB HEE A . R G sl a] DURRYE Focit e S e T R B e . R, 2k
HAF S HMPHTERR, AR08 1R B RS I 254 78 U A 30 b BUPS I R SR RO A7 1) i)
eV N R R

2T N SRS R, W] DA R R 2T T4 62 28 word SCACHEUR B 3347 43
Frivie. M2 gk, AT HALE S5 G 0FRe, i BLAE T 3800 24350847 0 4
RN S FRATAT IRIEBE . BT AT PASG B SR I A [ 2 5 tH o R L, 485 B 242 2 Fp i
EMRE TR XA LS| FAEERESEA, AR T PR EES M HEE .
MBS AR B R — )7 R, #OmaT DUR 7l kI, FHd. ZHl. BIY). R
J NE AT 0G0 R s R AN (] v AR 218 DL AR B ) i
SHARZR . HEREGE BRI R E, RS, HEEE. HEHA,
5 T2, Mt FAEM S EAN. FOnE L By IR A Vb Sk 1. 1
MM A Z AR T —Fh M EE, T B REUR AT, 1k B0 AR i 3k [R5
LIRS, LFEIRRE. %A TIETFSCE R M2 — K EoR, X2 —IKER,
Fifi, L+ S 5RAHE .

EHRFERS, MZUEEFRFAERRTEMRE S AP0, HEEEANFPEEES T
KHEARRMEE i, A, 3. 2. 5. BREATHESRIGE, S EiESE

>4



BT Preface 1)

B BORME T LU S E AR S s — D RE. RSk LRt 5 E, LSRN
B, DLOBRAE AN G, I B vPAl 55 2 A VR AR &5 O T B OR AR s 55 Sl S 4E
A, AL IEBE By R OISR S E  (creative writing) [ H br .

(B VR

FOMXF 22 A AR VR bR e B 0l (5 R, S REVERPREENM: . nl (5 B B R R
TN, ¥ik(E B MEm. . SRR IEARREM . AR KA F R )
o AR ASE B, ARIAS R A R AT ek . Blan, wF “WimIir kT, Sl
develop/explore/open up 35— 2% ], A Fefim T Hrbz — I 00e . PRy
BRI SE Ry, X — s SEBR AR SO 55 9 TR B A el &2 R R R A A A )
FoR . HPRNGES FAE AL IR . BRSO ., R BROES B B SRR
IR, Ryt S IR T A i B A Uy AU . O e A A X e — Bk ) 1
RuJfe2 &L 730, AR WA R T IE A RG], dstils fimA ok &,
AR T AEME St ERFEET LED, B3 RO FEMERZHEET %,
MBS R A MEERE, SARSEHIAMEINEESMLEL, e &4 Tk & m
T, S IEREEE .

FOMRS AR VT, LA Word SCANAE 2 AR 203 AT LUCKE 55 A 10 358 70 19F 15 4 25
IR YRR o RE IR JF 4 s W2 e BUm 4% #1150 Cappropriateness) Il
PEE o “IB S BEFEAROZ R 5575 2] F EWIE A RE /), S 8 B B R AT T RE 5 —
FAF N EFAT X A FREE ). 7 BOUMIE AR )R A, iR sk A T K, R
FIRFE— R S LA M AR EIE A, AR nT DUR BV E B, “2280” 6) R
LA, WG FRAAAE ARG G 7 IR O . A0 8 B R o RN
%t How are you? ] JL-F-4 [H 4 — [ [9]% Fine. Thank you, and you? fIRf{E £ 5iE. NA M
(adaptability) 4515 & 6 & GEA T (HIE PRI AN A 918 &5 00 H p R RTE R FE, DU
WERBRI TR, IS MHFREIOES . RoASRE R AEE, Hih A T3
(TS vl = S A

DA A T SR HEBD S 55 0B B AR BCF ik iadt, 5 B0 B R B ok 5 I Ak
F RSB SIEHEN R RERIUE. /S IOESHERFE P ERE. AL, BEEAE 5%
VAR AR 51590, AREECAEP), H AT, AR T KM, 25034 N, R
CHMIAE BB R, HEAbRRWr M T . IR AT R 22, AT
SR W R R SE AT BT O, X RACAE 5 20 U 2GS 5 — M i .
B4, a2 RSN SR AR, VFE G LR R, 2B
BUTRHEE, FAERDAHE S U E A . AR, ESESAEGHUEATE R
AR ? ES IR 5 S SIS A MG 2 h? RIS, B
VEAMEUE X 22 A2 T2 B BAT 25 50 B O B O R B, RO AE BUMA AVAS 2R 1F T, 1)
SEARE RS 5515 BB S i I A BOS1E .

[Rlgt, RO e 55 0008 S E Bt f vl AR SR R i 8% 1 I AE SR, (E SRR A B
TAEH, Ak 55 52 AT BE R A BAIE A 1 — AN AN AN R B OG HRA T ) 2R
[l FE e L, LA RO — T2 FE M4 A m) i R EUOR K o 6 4% ke A A (1 gt

5%
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BUA) RE 2 AT 38 B BB VA T I G HE A AR AT R R LA B BRAE S N A B i, K
(Y SEUEAIF FEUE B 115 55 RO ) B0 s vl L3R & 5 1B A I HERA T 1% G RiEVEBUETE
O 31 5 R U R R () W 1009 DA B S SRR T IR A B, TE R 45 B SRR R 3%
A FMRR I DR iy, 75 SRR A AROSR IR 55 R ). 48 SRR DL R i b 5 1 25 i
J1 Ak 3 BAT AR R

REFRE I RE DR P S SR SRR R B, TERSIGESEREEE R, HmK
ol L L FE . S RIS B AR AL, R HIP B 5, DUIE R
AFEMTE PURELE S K. WFERRTRKE, NFRKT L T/EFR LA KA
BT EECE, PR RERE, R, WRBRE . DB R AENIX AL /)
AT, RSB R RER SR & BORe AT . B, . 5 IUIHE S BREh A
TLCA F IR RE LR A R AT N S VR BE I 0] FRTRAAT PR, SR — 5 T R 2 A AR mT i
s Fiz LS, BB AR FMBEa M, 57— 5 e B L) S &% i i 1t
REUIZRIG RIS, R ML EmIZ:, ST MEBE SR E IR % .

ER S B S e T, 6 O] DU ERERE, AR A B RN, SEN
BRI B X S BB A ST E, AR S R A S . T B i H
PR HBRITHTER &, RS 45 SEiB AR 2 3 1T & 0810 1) A RO N DL i 48, 55 1
5 B A A i

ATH A REFER SR R AR, BiETRER. ¥H. [\, MY e
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WD,

W E
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Section 1 EEHHE

Learning Business Writing in English

FIHM
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FRiE{E 55 Pre-reading Task

PRZAFEAZARXBSRESENESELE, TRIAXMEREISHIA.

1. What is business English?
Generally speaking, English can be divided into two different categories, English for

General Purpose (EGP) and English for Specific Purpose (ESP). Business English is an
important branch of ESP as business English is English especially related to international trade,
the exchange of capital, goods, and services across international borders or territories.

1%
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Therefore, business English has its own outstanding features in both learning and teaching.
Business English focuses on vocabulary and topics used in the world of business including
trade, finance, and the language and skills needed for typical business communication such as
presentations, negotiations, meetings, small talks, socializing, correspondence, report writing,
and so on.

2. What is English for business writing?

Business English is the use of the English language to make profits and save costs in the
process of doing business and it is one way to use English for this purpose. In some ways, all
writing in English is similar, following the same basic rules, such as the rules of grammar and
syntax. But business writing has only one purpose and one purpose only, making money. In
ordinary writing, the meaning and significance of what is written is of primary importance; in
business writing, only the result counts. Since business English is designed and used only to
make profits and avoid losses, a basic principle in business English must be the clear
understanding of your purpose in writing anything. And that writing is work, something you do
to make money. What you write is a product or service, called a work product. This means you
must bear in mind all of the time what your purpose is in constructing any written work product
and how you expect what you write and the way you write it to result in increasing income and

decreasing costs.

3. How can you learn English for business writing well?

To learn business writing well and grasp the tactics in applied writing, you need to have a
general idea of the layout of the whole course and then carry out a scientific way of learning
step by step.

First, do a careful study of the basic theory on writing; second, recite the business sayings
in part two. These business sayings have been proved to be very useful in business
negotiations; third, read the core words and expressions very carefully and try to find the
changing forms and different meanings used in different sentences; fourth, recite the typical
sentences and do your best to write in different ways; finally, be active in classroom discussion

and always do your homework actively.

15 & 5 Business Sayings

HREAZ2E A THERE SR ESEERYE, HFTRTARRNEFERIERD.
1. All things are difficult before they are easy. /7 3 50HE 5 % -

2. Rome is not built in a day. 7K#% — JU{E—H 2 3€.

3. Like author, like book. C#1dt A .

4. Teaching others teaches yourself. #*#FH1<C.
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5. A man may lead a horse to the water, but he cannot make the horse drink. A 7] 7 & %%
K, SRATER T, AR AE

E2- 2% %1177 Core Words and Phrases

RAERICZHARETREXIHNEEZLRL, SFLHE7RXBOERRERE

IIAKE
application SR H F i resumes ‘> A f& [
potential customers #&7E % fill out 5
written materials 3 44} proposals H#£i
writing strategy 5 {E SR H& interactive H.Z/]
persuasion i Ak attract attention 5| #25CVE
fair prices % /A 18 business letters 5 MVAS B
grammatical mistakes 1&VEH % misleading % F
business transaction 32 5 make profit X7
sales department £ submit & 1%

Ee' D B4R Typical Sentences

EARBEWEXAMERT, HeERLAANXHITRNSREFAN, B0 Hhix
ZAAXWITINEESERE, ARSRFHEREAANZNEFNEESERE.

1 SR —FA e, xRS, M H DN AAE R Hi2E5ERE
A RACT AR, R AR O H AR AR AT %, R R R 1E# —
FEHEAT &

The truth is that writing is a talent and only a few people are privileged with it, but it can
also be learned and anyone can be almost as creative as a writer with inborn talent if one pays
attention to certain rules and thinks in an organized manner.

2. GiiH RUPERERI T 55 BRI EE A F MR KA, EHA MBI A FF XK,
ZEFNI 7 551 R A o m) ARSI ek,

Statistics show that poor business correspondence can have a detrimental effect on your
business as people and companies view poor business letters as a reflection on a company’s
overall ability.

3. FUEESIMHRBUN ER A R L AUHS EACH), & Bl RHe KGEawEE
CR A AR K, W) WA BB BT B R RS

There are documents required by government that the company must fill out and submit.
There are also written materials that go to potential customers, old clients, and other

companies, such as advertising, marketing surveys, e-mails, forms such as order forms, etc.
4, GRS 5 282 WTH i W] R B 56 4, X — I E EH R RS LS
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