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Part One : Business Writing Principles
B—F FILEERNEN

FEE B EXT ST BOMNE REFTHRE LB, RT3
ERMTHITRE RS T REBHE, B ERER TR
IO TR AT, REZES ARk, MR R, K#tEl A4
MMASMERR X —F7 5], N AKF M E BRSO T AF. X
BARLRESKBERAISEX—BHRFREES, BEMBERSRITN
ZORRME. AT RES RS A SUIRE, ShEER AR E A B
SREIEIE OiEEE S, T H e SRS N R BEGE .

L EERIBEREFHE, HOEERE EER. AR%ESF. X
XM EBERLSA AR, HEARULR, ERLBREIE T L&A
J o

1. Completeness( 5Z23&)

SERE RIS F N A 20 5 B, BV S A58 B A 4 0 R AR Y B
SC, PMEERIFOAMZCER B . ELInZiT I —# 54, £1iT et 4500
PRARES S S KB AR R IR KRB REAU
DA PR ERGE T K5 WA E, 334 M PTBE TR AT T SR
BE, A3 303C 5 B 3E, H 3 5 Wo

WASSBHKLEN, FEABRELFTILAFE:

WG, HA SR, WEA AR BUR AR, BB MR, 7
A% 3 Ok 55 8

HWK, 52 i P25 0T 5 H — 20 57 5 41 43 (lawsuit) o

R, B R UARIRE SR 5, RO S 8mWAE A wE
B, BRI AR89 N R, HAEAEME B AR



AT R NA TR, RLZEEST a0 T R -

5 —, B 1R A BT A (Bl

B BMEERTERANAE:

B IBEESRET AAWs, Bl#E(Who), 14 (What), fi] #
(Where) , fa] Bf (When) F0 25 f+4 (Why) 5 2545 2 B2, 35 AT SR R a0 a7 3t
17 &8 (How) o

2. Conciseness( &7 &)

IR XA REBAE . RENNAERTEEBAIENES
KL, MBEIFTHE . WEEUR AL IRAR R RS
RLBETE BB R R, B 4 T Ep TUA 89 SC AR AN T AL B ARE 19 K5 0
1 73, T B3 75 (LB AR 2 B 1] I%) S R A1 SC AR BAS B, M B2l T T
TERH,

LATF IR0 oY LA 55 B AR A3 187 9 -

(1) B3 BRI 3K SR IB MRk RSB

Ui “We are writing to you with a view to entering into business rela-
tions with you. ” i 78 1'% & iV, T B4k F “We are anxious
to start business with you.”

Q) REBEFNLEMNEE MITKA KRR, KiEG{H. XTI
AMEAL, T B B A5 ERE /ER EIE, TR B — N iask s, .

due to the fact that—because

will you be good encugh to—please
came to a decision—decide

in due course—>soon

show/have a preference for->prefer
in spite of the fact that—although

3. Consideration( {2&i50)

H s, consideration A E B, R E &, consideration
2



RIEREWE A ESE BEE, A T8 EZOK RIS
B, IEARRATFE ¥ i eY“Put yourself in another’s shoes.” (1% & 4b #h
EFREE), ESEet, REZBBART, ASEBERE TR, —Bik
H,RZEBELUTILANFE:

) ZRBWBFEBASE (S HFEAL), BT F A “You-
attitude” , LIS HE B EE R BE X EZBREE AL Bi# X, R
HEE. 8 BRIEURIERBE TRES RN %, REN M
FWR AR R RSt B A . A AW business(Wlk 45, X)) XA EFE
B 0" (5 “you” R ) i BRFE “I” () Z B, S “business” i [ 2248
Mo BELAMLEEP, REERAR LM you”, A AT,

5 Z X R We-attitude” Bl “ S 15 NS B S BR AR F A",
XHSEMNE~BEYMNBEARBEE AFREBH LG HEE EE
FOLbE G 8, WHE F AT H :
“We-attitude” (5 {5 A &)

We give 5 percent discount

“You-attitude” (W fF A S )
You eam S percent discount

for cash payments. for cash payments.

(AT ER 3K, W 3 7 45 F 5% 47
o

We are pleased to announce that---
(BRATRg M E Ao )

We will follow the promise because

(HRTTHEAT BRI, 0T LAIB ) 5% 37
o

You will be pleased to know that---
R s tRti8 0o )

You will profit by our promise be-

cause***

(IR RITE S 88, H R

MU EEBIATLIE S, FERE S, F* You” LA “We” B Bk T
CRTARRL”, B R T AR FIUAE A BRI 3, BRI T RN S
BAYFLRA TERH, [FIRE AT LA 3K B “ We-attitude” BT 75 28 58 34 49 3 B A

BAY,
(2) ZMNIEW" k@ E

HLe N LA K, 4K (consideration) A~ X6 & I FE“ You-attitude” I,
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SERT T F T B (positive [0 1140 A, SR Tt 385 FA 75 52
i1 (negative ) 75 FE VR [B] RH, 40
1) & E & BE: We do not belicve you will have cause for
dissatisfaction.
(AT AHE AT SRR
B BN B We feel sure that you will be completely satisfied.
(HATHE RIS IR )
2) FBREZSE: We assure you/ guarantee that there will be no further
delay. »
(RATEFAIAME RS B ELIR A58 )
BEESE: We assure you that the goods will be delivered by
March 21.
(BATFARNIRETE 3 A 21 HATACH.)
MUEZT, BESEES AR, HATCEEEME S W,
BRI 77T 465 B0 35 3 S U R, T AR TS B iR R BRREAE R L 19 ik

4. Concreteness( EL.44)

HARR A 0. BN IE T KRB N A, Bl AR IR AR
# P H] (ambiguous) I =F IR, R 745 5 BR X4 7 /i 1 B B R 2 9
A, BREEE B X 3R ) B IR R R B R B, An3R A% L TRIE S, BRI E)
HEBRR, B ST S A AR, RIBREE L o P 18 . 2n:
(1) In response to your recent letter, we have already sent the samples
to you.
(AR T BOA RIGE R, RIIDHRE ST AR
BB IT RAR BRAE X H AT E R I, SER B RS0 H 8.
HTE, LIEXT T BB T MRAARE R, ORI R
In reply to/In response to/As requested in your letter TWI.—0917
of January 10, we sent you the samples by sea on January 17.
(FARHF 1 A 10 A TWL—0917 B3R {EMER, RAEF1 5
17 B EAMEE 7 2R RE S BB B4 o)



(2) You will receive our reply about it in due time/soon.
CIRA TR Bad /AR AR IR SRAT 1A S B 8 o)
REERNEE, HERALHWHERE R EadE, A9
BN 23, B X B la IR P BRI FE A% 4 FL A T
.8 —DEFARREE, X EREIMA A R A RERAE R, LA
I e
You will receive our reply about it within one week.
(I RBIE— AR R T H R ER.)
B, BN BART, N2 R A o 00 T SCOR0 ME R Y PR £
EES, BLHHET A, 3F Bk i — 2 F5R B 8847 R 109 348) 5 3%
= E TR SR AR o

5. Clarity or Cleamess( BH Bfff)

WL R B BE . XM ESEEEER AN, BTE
TR XETH, LR T IF A 3h 75 (free from doubt or difficulty) o 3T 5 2238 i,
WEESME EHMERE, BRESW, FHFEBET ARFIIEIZME,
— AR B SRR - B —, 3 FH TR 4T R W R O . LB LAY E), 3B fe 0 B
ARRIBEE T ERAERE B, BRSNS TN, TREE .

BH, — N FRY 1720 S FIAR NI M. BFRE, B4
P A4—5 FTH R —ER, RiE F 8—9 1T AL B Bl AT, At S FBE
RUl, HER L KEFENEE, T RIS ARSI, Bz H.
SrEE RN R — A~ B 7% — JE % 5 (A paragraph for each point is a
good general rule. ),

BN UBIERRE FEANEREAST. BREEXTHRR
WABELSL, MIBTA SR, & HnU B RGE S, XTI
R T HIE RS-

HEh HBEENRE, PREAIBR R IEE, G FA5E
PR A, HHERXARE” FHUIE 5%, X — SN EES
B, EAMRAEE B, B F T T, 2510 508 8 K
B HULTE S & K Bl SCERT, R I3 3B %48 F3“ maybe. probably .
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perbaps” S iF S EMWATIA. B, AEFLHRT, BESFTE, BN
R B, o B I BA B b RABZS BE . AN 2R O HE R BRI AT, 1
8 “Unless you arrange payment by July 10, we shall be forced to take the le-
gal actions. " B Hb.{d I you don’t arrange payment by July 10, maybe we
shall be forced to take the legal actions.” 7% B BRHf§, 15385, T HES| &
XA E R

6. Courtesy( HEHEHE FL)

I S/ERBANREE MR ETIER, RERINGBEE S,
FEAV:RABEEAKR, BFEILA, XAFGE—RT S, MY gL,
RANBARTEEENIETHE BXE FHEIBURSN F RS
AbHb B R

REVTESH IS E:

(D RREEFBEEEMES, HERFERRILBAG. mE—

B TR Sr BP RIS, R N 3 FE Y R, iR sk RRIEI A .

Q) Bf RS ERENES R S5 EREEbA. MR
H A AR, BIBERS 7 6 S DR ¥ T B s A ToAL, B S tu AR gk
“LAIRIEBR, BAFiE F (an eve for an eye and a tooth for a tooth), BERBE
BRI, MR RS #, RIT AL,

7. Correctmess( IE#q)

LA ER" X —BIA iR, A 15 MR B G
WRRIER- - BB TR TR SORE, Bl S EMIERMER T E
JLRSb, B4 FE .

(1) ZHEYHAC A&

Rl 2E35 45 T F & S04k IE R (formal) . E IE 2 (informal ) F1 R 47
#E(substandard) Z 43 o IERFIE TE 209304 E B, B35 iy
ENE, B BT SRS, RAME AT M IER T FIEE
KA TR BIARPREBE B M, BHh FREMBERFRE, Wi
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