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Fundamentals of Business English

1.1 AXRN

Basic Principles
e RSB AT Y 5 3 A, RROE AT A< SR I .
1.1.1 AREAR ¥

Correctness and Completeness

NAEERTE, RERAERNES  ER. TEBERR
EBAEN T XARBERE S TEZERAMYNREERTES.
R BB R B BTSN LR B FOE A1 2 5] R BEE K
FERBE, W EERSIEN BRI,

14 3% 45 X 07 15 BN HE#R A B, — NV R R & 3
BEXGHTHR . EZRWNT AL XE LHE LR
FRABEGANRN, NFHMERRARKERE. WBK
FLoMREBE: AR, NEEHEZEXER.

Rt e B AN T HE RN R A ERE TEERETRK
M TR, FEMERL2REZ R, B4 2R RH 4,
ER—CRTUZREENE, FRERILE B F A4 U
BB RAOVEHTRRMAT A TEXRNGELREBE,
EABHEMTLE KA FR, TEABBTFNAERMAE
B REIWSL .

1.1.2 &k ok % Rk
Clearness and Conciseness

RHFRERE  RBENRMBRNEMARENER.H
WS TEEBUNABCHEEKER . ZRERKR XL,



2 B EiE A

{5 A I A eI, IR E WA F LK S8 X T AT

Frif e, AR E AR ESIER ARG M
T, R B PEE A A IRERNE ., BIERLEEER X
fiKmin N BEER. BEAFR NESNFRENGHEE
Fl. W AIKZE, 28 ANE T BIRRKEE ; KA IR, R KA
I, BREAEKRK AFRMABRBRESEE.

TH R RA R LMEH B & WIRA #4178 A L ER R
f#E o AT B B BUE L B R AT BB HURE A, R AT A about,
approximately .probably .maybe 1],

1.1.3 AEAGRE

Consideration and Courtesy

TER 55 WL B, B E A%t & 48, BF 08 2 7 5 %t 75
AR, BB R X &N .

BT You-Attitude REXH—FAE, ERFEE
WA RSN TES A BN TR T it 4 Bk s ft
2oVHREH 4, BB S X S/, RBRERNEE. 0. &
TR, AEEEF, MR R TR T RSB R A
WAL RN A EBEER MR- THIRELT
ARBEMEFE; RAXN HFHEEHN, REFH Good,Cool.,
Excellent . Great, Terrific, Fabulous . Fantastic 2 3 9 #f %
T 5 459 B X3 Ty 9 A B B, BE R B b ) e O R S R

1.2 #iLk#
Appropriate Words

BATTHE R I e o756 78 97 L 0 R A0 OAD , o R 5 D BRI
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1.2.1 2 ANB . FAGA
Choosing Brief and Common Words

AR 5 TAFE WIE K PRS2 T A2 GRE #HIC,
BT 28 T X — D FE B E GRE #ILFE H % 38 WA
5 W AR X R IEEARRE A C W RE
R ARBAH  EEREHETX 2K AREH
i : “Little men use big words;big men use little words. ”

T SR8 E R, B8 EE, S E 2 FEAY
T6) 53¢ A BB Ay R0 B AR .

¥ & MERR RN Tk NEEE

Cogitate think * &
Conjecture think # &
Consummate finish Y3
Prioritize rank H A
Increment increase B o
Nominal little ¥
Obviate make unnecessary HE%
Ameliorate improve % £
Proclivity tendency i #
Transpire happen A

HAHEFRA— AR R B RIERE M T B
# % give (make,have JINZFFA N ZIFAERXRR KL
THEANET:

1. We'll perform an investigation of the problem.
EMeEAFARITHAES,

2. We'll investigate the problem.
EMLRAEXANFHE,



BEHEERM

%5 — /) o A P9 /™ 8845 perform an investigation of 4 # ik
BEENER, AEFE AP — 1 #17 investigate B T, FT
UBS AL E—-HRE NESKLEXE . LHLE—ABRY
Fh.

RKBRE

make an acquisition
file an application
have a discussion
render an adjustment
hold an investigation
effect a liquidation
achieve a reconciliation
take into consideration
provide assistance

BiamRE
acquire
apply
discuss
adjust
investigate
liquidate
reconcile
consider

assist

RiFER

%8t RAF

P i

it

k3

LE:3

AR EAAL
Ll

AR

# B

BE TR, A LEET S AR KRR

BT A F

1. Due to the fact that the payment by L/C will incur a
much higher cost, it might be beneficial to us both

parties to adopt D/P.

RRABEREF XAABGE, FRLH K S, 5 T4
WA RAREKEEF X TRARMNRF AR LA,
2. Because the payment by L/C will incur a much higher

cost, it might be beneficial to us both parties to

adopt D/P.

AAGREFXMGKGRAGR S ARARASHE
x5 X THRAREMRFHRASFL.

LA, A% LB ME _DANE.AR.
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%o EWHRE BWE. BRANERE NEER
at the present time now i

in the case of for 2 F

in the event that if S R

in the near future soon A

prior to the start of before p - XITRLE Z#
on a regular basis regularly Z

for the purpose of for AT

with regard to about,concerning % F

be of the opinion that think 78]
consequent upon after e evesee ZE
by virtue of the fact that because 3]

until such time as until i3

1.2.2 M %4 A kM
Avoiding Clichés

PR TR 3 R 4 R £ 5 B Y BRI R PR 5 & B AT BT R 4
A B IR BT AT A BT 5 A TE BRI R S
R LHEARZA. 0. RITPEA-BRBILZEERE R
B —F B MBS AKRSEZELREARBERF . ARY
HAMTEHT AN, EXRPERAZERRS, RRZERD
M—FRIE. B, W55 TAEEENAIRN, 2R EEX
FRESR.

7407 R A X — B VAR

Clichés in Business Communication
We beg to advise and wish to state
That yours has arrived of recent date.

We have it before us,its contents noted.
Herewith enclosed ,the prices we quoted.



6 HEXBEEM

Regarding the matter,and due to the fact

That up until now your order we’ve lacked,
We hope you will not delay it unduly
And beg to remain yours very faithfully.

DA 33 YRR , 2 ey AR 90 O VA A, B R
D TRERRTHIXHARAS.
HAY, BA1E 5 2 8 KPR IR R A T Xk,

1. Your letter of the 7th has been received and contents
duly noted.
BFER:
Thank you for your letter dated the 7th.
BT FHRMEUE,

2. Please be advised that you can take delivery on
July 9.
BFER:
You can take delivery on July 9.
HhFETRAETRA 9 BRI,

3. This is to inform you that we can do in compliance
with your request.
BB
We can do as you requested.
HRFEGER, EMNTRAR S,

4. Your kind order for the said matter has been
shipped.
BREEHEGEHEEE )
Your order for 3,000 Apex cars has been shipped.
A FITH e 3 000 4% Apex MR £ Cf+iE,

5. Attached hereto is a sample of the cloth No. 21 from

us

%ﬁ%&:



