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Preface

®i4 %15 (Business English) 48 & % 1 & % i (English For Specific
Purpose) MI— N XERELREFT—HANERT B REBSEH BRI WE
71, RESEERUMASFREFLET VI TFERUTIRELAAMER, &%
HHEFETUBMNTN BT E, EVHFREEERBZ N (HFEEEE) &
MM EHFARAENZ L, NRRBRERITE FEIESERNE KBTI,
RIFEIE T A R, (BEEIEEE B,

(—) HRE=R

RS EIEGE, ERFATWFEUZM A ROFERKY—THEE, HRRES
SEERPH— MR ENHEFRERT LR —TIBORE, MARAREET/EPH—
Hil. MIBRBRIFSFIESEMIEE, MEEH, BFREBEEIUEE, &
HAERBRTLIIHEIE (ESP) Wss, BRES , BAMEREISNT FE@E,
AMUERBAHBWT XN, MAEREARENESRS. REEIETNES, BF
REBEEAMEFE (ST) mEARE, MAREME (TT) MHEE, LABEM
MR, FESSHIMEESE., EREZFRNRAABRPEBHESWES, &
F&A) (Word-for-Word) HREFTRXLERMIFAREERTAE, LERPILENT]
HEEERNERSEEEHERTETIBNAIE, RME¥FENE, FSERMRE
(EGP) #HIEL, & “H LHXAFE, LEPERE K" (Hutchinson et al, 1987
53) . HHEEBEBIAMNEFHLEINEBEESENEEAINRELEZLE, MARE
BUARBRREAH A ENRR AR EERRENRE T,

PEBHFFEES N ZERRREERG S L EEERNEEENTIERE, WEFHA
IAZAIE. Ak R AE N2 5 48 I F IR R X BT, SHEREM
REFE, BREENERESDERBB—P B E ARERGNIEEHITR S EE
HAHE, BF, “HHERESFEREWEE IEFTMEST” (White1985: 29), H3t
RUMEIFEZIFE BTSN HENSEEI G, BBl EMEA ERXES
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TIEBEWMSEUE. b, RATEMAAE TN RS FE X FIEBEMIRN Rk
TT—FRaH (Needs Analysis) WiH#E, HEGECEFRBAEFFEIESE
HENEEES, RETXA (FHFEREBE) 8. X T, MHEMEXZHR
Business Writing in English TiijJE English for Business Writing 5 £ 71 LISR EE S 5
A TR, TELBRITEA A

(Z) F¥54H8

HEHEIC S LRSS HERN, EFREFIMEBIHEE, FHIHit 36 &%,
FEERRBRENWESR, EESFETASRENSE, ETEEY%Y, &8,
—A. =R, -4, ERTERESESM WERRSE, AHRMNERNFAEX
FSRIBEEEN —SEARMR, RBIFARBMNARRTEEERNETEE, 214t
REBSERER,

R “BEZER, FERERFIBRIEEHEINEERB#TAEE], 8
BEUHAREATY, Bl “BEAER”, RXNBAENEELAAMER; I “BHR
B8, NRAZRZR, TREBXINBHELHFEHD TEET AP RABIR;
N “BOEE”, ERMBEENHEXRE, ETHSFEEXSTHWEMABMNRS,
V. “ZimR", RIS BT KB 55 2078 AL R A, EEEEM A
MESWE T RIWES; V. “BBEER”, EXUBRNTEZABENEN, H
ARBRFFEXLL, M HFREMAFBTEIFMUIT L VIO “THe W7, U
SRR R HE R S RIBESE R FEN MR BN, BRI RIm Rk,
k. RASFIREMIZAKEE; VI “BELR, fEUESEHFEETELS, PX
AN ERZBFEH (Word-for-Word) HAERE “Xf%E”

(2) #£IFHE

NIFF ¥ B FREBEMRER, FER¥ERE, BEREARENKRE, HF
BE BN BT T SO IE M P3O s TIE A P S04 B BIEE I X BLR B R iR iR
BRAFAERAZ UL ERANTTNEBERER, B4, BURNZERBESX
BERVREMS HCHH S SIERIB B REMNRSR?

BRATESE XA MEFITE KBTS RS, 2P0 HRBIEREIERXAE
FH—FMABRNE S, I RANSRERERYA, APNERFATERZENNRRS
fE. EHRRAMES S, FENRERIPAETRY, GRS, KRR
U2 “BAEZKER” MHEXETHSE. X F “BEAHR”, ERIIAIWER;, YT
“WRET, BEWFEIARY, REERZREIRARPERE—FT&, MUEF
FRERA, EEATREEH. BEZF; XT “BOREE", EEAHATEEX
EFRRETHESRT B FEETHRESXURTRBEENAREE; T “GH
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@
MR, BEXRBLAEFEEACEIPXEEREZEEACESEALES, AGREHTRGABCH
K, EIEITERAMA (Internalization) A4 f5 TAEF#yE M B IEFEE; Xt
F “BEXRR”, WERRWREMSIEREFES, ATLGE 2R A BEr 8B I F A&
EMFNEENMHE TRERIABGENE,
BAEEE=1FE. 5%, NAEBEE, REE—FEIGERXHEZ/DH
BT FR A e T RI—IAMR (root) W LIFTA HLARER L7 i PrRx
S IR AR TR I R AT R 6 R e i B AR A T RiR SR BU K LR
MR LSR B $ BB FR A Z B TSR A€ TARE? BEE I RIFEILEREET
3918, BT EERUBHE RIS T IEND . KR, —WRHR AR
KOREWE R BRI RUR, FXE, AR RENRSEEEEXIAERERE
MBRKHFIXR. ERFRAREAMESMIR, AEX EMRIXS, \TEUmER &R
BRYEZR, thim, B3 article XAFEN, AMELCERNEEERREENRRETH
“XE., EE" HEX, MIEARFEBETEAEE “RIT., ZRX F. BAME
HSIESE, RN FH MEBRRMERIRABEAE B 1 S MBEZE (nodes and paths) #
B Mg, FRIR A RES R % T & X B IR R R R AR FE A R AR M 2%
L, ARSI, BRETFIENEER EBRWIEILE, KEFXXAERKT
MR NGEE, ATREEN . ERESNERWBEMmOLkRE, A, BRe4
LR RN IR IR M, AR B /N ENR
HK, NEEEE, BYER—FE DR 7R a0 g HAH b M 3EE ) 71 187
B — B ) N R 43 Z B I E % R AV ZE B ERT B I SRR LUR I dnfal iR 45
BT BRI E MM IESMH ES BB RET TS EFREETF LSRN R RIXN
TE? WAL ATRIA R RNBEINGBEREENEESH, BRECHENEEX
7 MFHRAATFHEY, ERRARREINGE (Audio-ingual Method) *48—HOTiH
HRAAFTREPEZEFR, Ui ES, REESTEWH, THARER %
(Mechanical Drilling) ——31§ (Reciting) —¥#MH# 4 (Comprehension) ——
{1/ (Application) Wi, HHFRIEEEPREAEZINREABHET¥EIER
1k, BRI —REEPNERBRANAMEN. X F-ITESRE, RAEXETESRS
R, ARRAFTFESMIFRRESHITAR, XMERB S REWEY &EMSE T TTHL
WA RS, XHABRXHWERING TGN TESWEAARE, ARS8
%M. REHITESLBRARBIIX “RB” M “RN”. Bk, MEFRESHEEIL
B, SRS B R T DEM EEFEERFRN, ARIREINES
MREEREBMEMEENER, ARAEMBIESBEL . B ERELEEEE
HAAR, B—-MARRAMNEBESHRAES, BdEBRANFIRAA, THASENLE
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MBS MR R A SEMEETS, EIER EATnE TEEEH IR A ERHTIRE
FUEE, B, B4R FREEFBRAFRAE, AR L,
FARRMESS, CESHEINMARAREXZEMES, ZEEFEERTHN
RIGRIAERETT

BE, NERS 5B, ETAERNNOEELSREENA CAMEARIE
FkiRPFBRBURENHI ., 258 EATEAE AR (self-assessment) Fi[F]
ML (peer-assessment) , BXAIT#IE. BHEREREIEHT EWEH, &
FEEEEHN, EEREHE, EEASETERS. TR NEEES, XE
—Fh2 S, XMARMIRS SEMAGRRBEXIRINTR, FEIHEE
BAEPRYE . 2ISFAEER, FREEMEERPO, EEWNELEERACEHE
BT AR, AR, FREE, AMEREC. Y RARBRE
ZIFRE R TRAERIERRE, Z8RE—FMEHMKL. BEASGRE—FEES, &
By, REMATHZSERNBRAREZ, Ma A AZBHR—F L8
B, MRLAEPHEEERRESBRNESEANARELMNEE L HRBETEH
BE N RAEFTBA TSR, HRAEBRE,

(M) FFEwi

HEMEBEEINHREES LN T TIRRZ —, HEEENELARATTS, ©
ZEF| THEEW T KN EEER, MESP MM, BFREBERTAR—X
ML FAREBENR, EREMAMAAILENEEESHRAETNIRLFER,
i A FUA EER BA (TR ISR AR SE R M B, &, B—EEE,. B
EFiE . WREMISFEESRPRETHESEEARRAUNENERGER, E4RRE
HHREES, E4RRSEENRENE, EARS AEPHRESFASMHMER

BT SR S TRAERRIN TR, REERNAAAISEMNERF. MTX
BRI E, TURSRELESNE, BARIBRELSHEHEHEFERS
BRI, 7ERERIRAE LA FEIEM R MR IR R RE ;. X TR B I
2k MR A ZRERT RN IR, LUETERIMVIGR R A B Hak
WBRBMSTENBE, MEAEREBSAAEF, ZOMZEIHEM, FHRERKE. A
B, EBEX. PHETEAFEERINER, RETELERM LREH P HER,

MFxA (BEHEEEE) #, BRARSREMMAXHEE, BHRET
HEED, WETEE TZEYRIENHL, ReEOETEARR, EFAEKN
B EMES ENME, —FH, BEFEEREEBEEEN T, EEMISKALR
HAEPBENFERRSABENEN; B—HE, NTF¥EIE, TUERKRART
MR R RS ShAE A2 5 30 b3k, SXRE(E T AR e 2 ] B o7 A X B © BTE s
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FE. AECER Word SCAR PPT #4730, E TFMARIRALEAK (Multi-media) #
TIRFIHPE, AR AEESARMERSEST . HEYEHUERENER, ¥
A R E O A ST VRS R D . BUR HE A R Bt A O S R AE R R . X,
AR RO E, BENBRESARE., MSEESEHEP Multi-media 1
A AT LA R U A= TR o T A9 L ShR AL A, RIS IR TH BB B R AR
B, FE. FEEVSEIRHPEER, GB1R B MK 24 7R AT 3 P BUS K
RMGFENRE, WAETIEFEREZL,

ETRAENBEERMFEEL, TUEFEERFZIIRREIR word CALREHFT
P, A Multi-media, AMEMETFHMRES 5 S iEfMitie, mEETHEITYSYS
AT RS R RIATAI SR, R DUEE R M2 RN SHERL, REACE
HEMMEMREIT R, IHEARBIIF2ETFEETER, AATMIIH#H—SREES
NGRS, UBHEERRE—ATRE, BUTTTLRITERFERRL, E6€. BHl. 5
Y. WS FREAEERATFHETF, BWbRAERAARFNEE, THREREIEUR
TEAFESHARBR. FLEBRESELITRGAERE, SREEML, EEHEE.
WRHE, 5FEZ. S, 2ERSEER. BNRSELEFAEIEAIHES
BRT . FEBIRMZ I ZEWET —MIMEER, NMESCEERIRAHELT, KBFER
RS, HFERE, FARE, MEEEEHEE Mg SRR —KER, X
R—KEER, HW, EXBRPS5REEER.

EHREER, NERUEFREERKTENERIIPL, FEBERARMEERT
RARFRBFETE, HEER. B, . 5. FNELESIINE, HEEESHE
HIEFRE R BB 4 SN —IhRE, 7ELBRPUBBRHEE, UB/ERHED
B, DOEEmAL, Bds0ita SRS SNERBE AR FHIESHE
RRE, NMEESERFAUEEEE (creative writing) M#2: B¥7.

(R) WHEfRg

BRI ER PR R R RSB . SREER S, EE R ERECE
FREIXAE, FiEERER. T8, SHEREREAREM .. ARESKARFEK A
R, HARRMENE, ERRFRHRERIETER. Fl, R “HHAR”, BE
develop/explore/open up %—RFIHiAE, MERTEEMR THRPZ—FHRAeHER, RE
PN ER R PDEE RIERE, X— AR S B REEE RS B FiReh AR
HEESR. EiRIGEEEEAERICRAL, BRASRRR E, RIAFES HSHEA
MFEER, TR BELBRTRRE T XU, BIRSEEEAE—BiAaT
FARFWREZHREIFTR, EFEULEERNTERRENEISF, ERBEHNITESX
R, WEATEEMESTHY . FESRBFETES, 25 RBOFMEFSEHITHM
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%, NESHEEENAERE, SREERMBMIES ML, EEHZETHOE
H#HEED, BENEAEEER,

FUEXF A AL PP, L Word U TE S SRR Z 0T LUK 4 iR 4 B F s B 1E
G RBARA LY, KFEPhSHRHEERZEHITEE RN (appropriateness )
IPATERE . “IBSBEANZ AEFEIZEEREANES, EEENREFRMITIE
TR &M T ERFRAXLATHES” BTELEEATFRE, ESHHEARILE
H, MEIEFES XWAFMUMLIER, 2AETURENMESR, “28" ¥
MTAEREBNER, WIEFEEARRERATN TR AR, A TIHEEE
W E AT How are you? #YJLE2HESE—i E% Fine. Thank you, and you?
HEBRE, BN (adaptability) F8iES#HERMATHESENARNIES A H1E
HRERERE, UREHEXRFHMRE. ESHAERBIGET . AoFBtREAC
FIEAE ., SMASITRPRERMA TES X —FH.

AT RS R S RIBE BB RN, FEREMAMNABXEERESEAR
RS FBEEERFNRERIE, BFEBEHFPRRE. ANk, BFENESE
DEREEHFENMA, FRE VAN, EATER, AETAREE. 2FWHE AR, B
ZIMEERIGEARE KR, REMEBITERT. XX “E5E" WEBRZE, X
45 ERERANTRESTE, XRBEFBEELYEZREFTEAN—FNED,
HE—-ERAE, Ed3BRMNEEIRELIRELR, FEREGURIMEMES, 25
UATKE, RERANEFEXANERAASE, FERL, BEXEEMEFRWHAFE
MAMAER? ESEEEXMNFES SPWAEMBARANALZ T EXMEET, B
FEAMEREX AT MBS TR BB MEE, BEEBIA APENEET,
VISR SR 5 15 R IR B R I B RURR

B, IR FRIEEEREIBPINERLRNE AT mAER, TEERINA
TAES, BHLS A TREE A BIERH—IVMERM R EEEX, 817, T ZEkK
BRI LA, EERI-FZEMAARHERERMR K, M THFEEEEFANR
RN BT IE B IB T L HE R A TR AR BIAEE S AN B, K&
HISEIEBFFTIE R TIE S AU ML UIRE S B RAMNERE, SFRMIEHRHEES
N E F15 5 AN RS MU Sk DL RGE R BT R, EERSFREBERETRS
BHMRTA M, ERBRPIEAERRMESIRA . ERBFLULEILEESE
1R B AR

RFEFREIREFFRESEHENRA. EHFRESENBFELRED, BTN
LA ERREERE . WEHOEMEARRINES, REEIHFIBREBEFS], LUEN¥
SJENFE .. NBLIGET KT, NEERRTREE, NBERRELVTIIEFTELELR
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(&,

BRys T ERE:, AR BNEE, BRSNS, LEHBIRE. DI X eeh
HRE, EESHEFTRTERASSHEERLEI . W, £, EUESHEPH
WA RESR R HEIT ISR, IREMBIMBAMR, MR —FEANEERERTES
HIBEEAMIS, SHBERFENERESIE, F—HHEEEMNER SRR
REVIZRm Rl , SRR RERIINGE, BRI SR EMEE,

TEHFRIEBELRET, A UAE TR, AT UE RN EL, S1ER
IR E X S MR AR L, A BEHRERBEOREN, FEAPHE
KA BARREIR T, MEFREENTITHBEENAREMURGHER, 5
MEEZLERR.

T HPAREFENGRREESR, BiEST KSR, 25, AT, F¥EdHE T
1 (yangxiaobinhello@ 163. com) #HFERELHTEFEK!

AHM A ZINABBORME LB F TR, BB FESE (B KE %R
AU o

% F
2008 %8 A 28 H
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Section 1

Z51EmE
Learning Business Writing in English

|. ZEH#A Main Points

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. 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.
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—

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.

|l W5 &F Business Sayings

Money is the best passport. & 4% & HEITIE,
All things are difficult before they are easy. TG 5 o

Rome is not built in a day. kKiHE=RIE—HZZE,
Like author, like book. CanFL A,

Teaching others teaches yourself. #2EHHK,

A man may lead a horse to the water, but he cannot make the horse drink. AR
SEKDH, BATIKGERAE,

S T A
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. #%:1>i7iE Core Words and Phrases

application K 3% % % resumes 4~ A& 7
potential customers # £ % 7 fill out 35

written materials 3 & 444+ proposals #24%

writing strategy 5 4& & #%- interactive Z #)
persuasion ik attract attention 3| &2 % iz
fair prices #r#5 /8 business letters & k4% &
vocabulary 8 jC punctuation #% & 4 5
spelling #4335 grammatical mistakes & & 4%i2
misleading & % business transaction % %
making profit 3 #| sales department 4% 4& 2
submit & %

IV. &814)5 Typical Sentences

- BIER—FARE, XRFEL, MARELBAKINEE RS, HEASHRE N W
ISR, REEEREHMNFEUAESAN T RHTRE, REEHE R EL
—HEA RIS,

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.

- RO E S BEN AN EERERA, BN, FEF At AFIHIRA FIE K,
EHNRFERRAFABET N — R,

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.

- AEXHRBURERAFMHEE LXK, S —SEEHEERARERSD 2
EPMIEMATS, W74, WHAZ. BTRAEEEITE RN EBRE,

There are documents required by government that the company must fill out and
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submit. There are also written materials that go to potential customers, old clients,
and other companies, such as advertising, marketing surveys, emails, forms
such as order forms, etc.

. B & 2R B M i B A BRAE RS, XE—TIEENHERRLEE
2 TR FEBER, XIWERMFBEMEREEZ MFERNERERN!
Writing strategy, simply put, is a design to help you win against the competition. It
is an important skill and essential to useful business writing whatever the kind of
work product you are making. This is a huge difference between business writing
and ordinary writing in English!
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Content, on the other hand, depends on your judgment, experience, knowledge,
attitude or mood, and choice of reader — you write for a reader. Writing is
interactive and how you create a relationship between you and your reader is part
of the art of writing.

U BARANZEME L RREAMES, ZREEMEE . KR
FEEMARR L RSN, TERFBESCRNATHRHE M ERREERE
TR, X REIRE M.
Persuasion is generally on two levels: persuade the reader to do something and
persuade the reader not to do something else; as business writing is always
competitive in nature and business writing is measured exclusively in terms of
financial results, the standards are objective.
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To understand business English you must understand the important factors in
business: a) attracting and holding attention, b) acting friendly and ¢) providing

__a wide range of customer services along with good quality products as well as fair
prices.
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Since most writers have problems with only particular types of spelling, grammar,
or punctuation errors, you should read through your final drafts carefully, looking



