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AL EORSE AR B S -
KAFN: Mr. Zhang Yongjun, Forever Bicycle Company, Xuhui Road, Shanghai, China
WfF N: Mr. M. Johnson, Sales Manager, United Bicycle Company, 456 Eastern Avenue,

Pittsburgh, Pennsylvania, USA

VA S S S S S S S S S S S S S S S S & 4

A U U U O O O O N
A U U U U O O O N

IIIIIIIIIIIIIIIII/I

Invitation to Opening Ceremony of New Company
Dear Ms. Green,

Our new company will be commencing production on June 9 and we would like to
invite you to be present at the celebration to mark the occasion.

This is an important milestone for this organization, and is the result of continued
demand for our products, both at home and overseas. We are inviting all those
individuals and trust that you will pay us the compliments of accepting.

Please confirm that you will be able to attend by advising us of your time. We can
arrange for you to be met. All arrangements for your stay overnight (on June 9) will, of

course, be made by us at our expense.

Yours faithfully,
X X X

SHREEHERE WHZGEEWLE OO0
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/ Zhang Yongjun /
’ Forever Bicycle Company stamp ’
Xuhui Road
’ Shanghai /
/  China /
Mr. M. Johnson, Sales Manager
’ United Bicycle Company /
/ 456 Eastern Avenue /
’ Pittsburgh /
Pennsylvania, USA
/ /

VAW £ S £ £ S S S S S S S S S S S £ S 4

AiNiEE

1. 555 R R EA T4
Generally speaking, the roles of business letters are: (1) get or convey information; (2) make or
accept offers; (3) deal with all kinds of problems on business negotiations. In addition, some
letters just remind receivers of the existence of the writers.

2. TS5 1R BRI G AR A R ?
In fact, writing business letters is not different from other kinds of writing. And a good
command of English is one of the important bases of writing wonderful business letters.

3. fEBE RS E RN LA Al ?  (BAEE T
A. Make sure that what you have written has no grammatical mistake.

B. Make sure that what you have written won’t be misunderstood.

1. In your opinion, what kind of principles shall we need to abide by?

2. In your opinion, what does “to keep clear” mean?

3. Do you think a concise letter is a short one?

4. In your opinion, is it necessary to paragraph a letter? Why or why not?

5. Before writing a business letter, in your opinion, what should we do first?

OOQBusiness & Applied English
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| Answers

1. The 7Cs are (1) consideration, (2) correctness, (3) completeness, (4) concreteness, (5) conciseness,
(6) clarity, (7) courtesy.

2. “To keep clear” means to avoid ambiguity. It is essential to make sure that your letter is so clear
that it cannot be misunderstood. An ambiguous letter will cause trouble to both sides, and further
exchange of letters for explanation will become inevitable, thus it is a waste of time. And in
business, time is valuable.

3. No, a concise letter is not necessarily a short one. In a concise letter, we use simple words and
straightforward expressions.

4. Yes, it is. By paragraphing carefully a letter can be made clearer, easier to read and more
attractive to look at.

5. Before writing a business letter we should first of all consider and know what we want or have to

say, and then say it in plain and simple words.

1. commence: begin JT4h
e.g. The performance will commence in a minute.
W BRI IR
2. be present: /i
e.g. You are sincerely requested to be present at the party.
W BRI .
It was right that I should be present.
B RN E
3. milestone: an important event in the history or development of something or someone FFEM,
RImACEAE
e.g. The company passed the &£ 8 million milestone this year.
AARAF LT 800 5 XA B K ECF .
Starting school is a milestone for both children and parents.
MEFMEKIMNE, JHia B — 1R,
4. at one’s expense: FIHEAATEK,  HIEAAT T
e.g. We would be pleased to send you a sample at our own expense.
WAVR SRR T wF Ik e, B i 3RATH 232 A .
5. WIH R R BERUE ASINEDGE S, B8 AT BT S InEsh )
WA IR SIS ah A RRE RS, R R s, R RIS

SHREEHERE WHZGEEWLE OO0
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have been retained unchanged.

You will be aware that inflation is affecting industry as a whole. We have been affected like
everyone else and some price increases have been unavoidable. We have not, however, increased
our prices across the board. In many cases, there is a small price increase, but in others, none at all.

We can assure you that the quality of our consumer durables has been maintained at a high

standard and that our service will continue to be first class. We look forward to receiving your

orders.

Sincerely yours,

Brance

1. anniversary: a day which is an exact year or number of years after a particular event J&4F40%
anniversary celebration J& 4K i
wedding anniversary 4545 A4S
e.g. It’s the twentieth anniversary of our country’s independence.
ARAREM — A FELEH .
2. honor: respect and admiration %2, B4, AR, Xl
e.g. The queen was welcomed at the airport by a guard of honor.
2 EAENI B BA X .
3. enclosed herewith is: Fifi pRi ff} I
e.g. Enclosed herewith is our catalogue and price list for your reference.
Bt pg B FRATTHG H s A A s 2%
4. comply: act in accordance with demand, rule, etc. R A, M, ZEM
e.g. He reluctantly complied with their wishes.
b el iz e R AN T AAT TP R
The factory was closed for failing to comply with government safety regulations.
T BT ARAEE T BUF I 2 A 5B TR T
5. for your reference: fJtiES %
e.g. Samples will be forwarded to you in a week for your reference.
Fk T — ARG B URES%.
6. price list: Y& A
e.g. If you want to know detailed information about price, please read our price list enclosed.
R AR T TR O A A B, VE DI B BRATTRY LA A 5
7. out range of: I FEBRMA), HEHTEE
e.g. The products you want to purchase are out of our business range.

EEATI R R S ANE RN T 2B VE A -

BREEEHFHE NFREZWALET OO
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BEBESERK
8. revamp: &0, oudk, HH
e.g. We must fight the urge to revamp our diplomatic relations.
BATLIRE B FATHIS AT R R
It may be time to revamp an old sayings: “A chocolate bar a day keeps the doctors away.”
A RERI R — M EE: “—H ok, EAEERK.”
9.retain: fREE, fREF, /A
e.g. This village still retains its old-world character.
XM FEAR R RS & B
His business has been taken over by a big corporation, but he still retains some control over it.
A Ak D24 — R IR AR A B w8 T, AEARX AR AT TH R R — 42 B A
10. maintain: 4E¥F, fREF
e.g. He took the lead, and maintained it until the end of the race.

HAEZEH  — EARFF AU B R

1. Choose the best answer from A, B, C and D.

1. Our latest design has won worldwide

A. popular B. popularity C. popularly D. popularize
2. Art. No.8905 enjoys the fame of wide
A. selling B. salable C. sales D. sell
3. We are unable to satisfy your requirements, for the goods are great demand.
A.in B. on C.of D. having
4. Payment by D/P should be to you.
A. agree B. agreed C. agreement D. agreeable
5. As we are urgent need of Art. No.5609, please ship our order without delay.
A.on B. of C.in D. to
6. We you of our prompt shipment after receipt of your order.
A. assure B. assurance C. insure D. insurance
7. We have to claim for your delay in of our order.
A. shipping B. shipment C. ship D. deliver
8. Our company has wide experience the textiles line.
A.on B.in C. about D. of
9. You have delayed in dispatching us the shipping after shipment.
A. advice B. instruction C. information D. data

10. Please effect payment when the draft
A. expires B. due C. falls due D. falls expiration

OCOCBuUsiness & Applied English
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II. Compose a dialogue in the following situation.

Jay is a businessman who works on gymnasium equipment, and it was the first meeting
between Yoyo and him. In just a few minutes of the conversation, Yoyo felt that this big fellow with
a straightforward appearance kept a mind of a cunning rabbit. Known that the guy was skilled in

this way, he took great care in the negotiation.

II1. Write an envelope with following information.

The sender: China Import and Export Corporation (Chongging Branch), Xilin Road,
Yonghang District, Chongqing, 100023, China

The receiver: Turner Smith, the sales manager, Hamser Electronic Corporation, 8§ Shenton

Way, Sydney, Australia

~ Read More

How to Write Business Correspondence
The Internet has changed a lot of things within the business world, including business
correspondence. Here once traditional, formal business letters were normal, quick business
e-mails now rule the day. The ease and informality of the Internet often makes it seem we can
write a business e-mail poorly and get away with it; yet, it’s actually the contrary. Because
e-mail is so accessible, people receive much more of it and disregard anything less than
perfect. Your business e-mails must stand out from the junk. The following tips will help you

to create concise, engaging business e-mails for any purpose.

STYLE

The human eye reacts differently to a computer screen than a piece of paper, so how you
format your e-mail is vital. Use short, succinct sentences that get to the point immediately;
remember, your goal here is to dispense important information, so give that to the reader right
up front. Always include a greeting and a signature, and use as many line and paragraph
breaks as possible which makes the e-mail easier to read, and resist the urge to write a book.

Business e-mails are better off short; the equivalent of a page or so is sufficient.

TONE

For better or worse, the Internet breeds a nasty habit of informality. It’s acceptable to be
slightly informal with your e-mail (people tend to expect it lately), but don’t write as if you’re
talking to your mother or best friend. You need to strike a balance between traditional
formality and e-mail informality. Think about your recipient and how they’d most likely write
an e-mail. What words would they use? Would slang or jargon offend your readers? Use these

considerations to create a concise, customized e-mail.

K2 E WAL EHT OO
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BEBESERRK

GRAMMAR

Informality, whatever its root, does not excuse grammatical errors, and these can
damage your e-mail. Grammatical errors show that you didn’t spend much time on your
business e-mail and you probably don’t care much about your message. Go through your
e-mail carefully to make sure you have spelled correctly, and you have fixed all grammar
and punctuation mistakes. Remove all redundancies and get rid of any clichés.
Recipients, especially professional business people, will appreciate your attention to

details and they will respond better to your message when no error exist in your e-mail.

RESPONSE

Since e-mail is an immediate medium, and a highly accessible one, it’s far easier than in
paper letters to request a response—and far more likely that you’ll get one! Before signing off
with your signature, be clear about what you want the recipient to do. Need a response via
phone or with certain information attached? Say so! Your recipient will have a difficult time
responding if they have no idea what you want from them. But remember: be polite when

requesting action. There’s little worse than an overly forward or pushy ending.

OOQBusiness & Applied English
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Mr. Paul Lockwood

Purchasing Division

James Brown & Sons

304-310 Jalan Street, Toronto, Canada

Tel: (01) 7709910

Fax: (01) 7701100

E-mail: plockwood@jbs.com.cnd

TR LT s BeR, Bl 5 o\ H A b LS5 S 44 3, 45 James Brown & Sons
A XK, RIEHZEWSRANMYIEE, JFHEE HX B R/ H .
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