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Basic Principles
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1.1.1 Correctness and Completeness
NEERTE

WA HER SE 8 , A8 IR IR 5  HERR ST R T (5 B e
HXtTr . RREOSR RS TAEE BA MMM REESR . mA
SRR L 2E T I 25 AERT R FIORE 152 > . ISR IETE KRR
AT , th 1 S R 7 55 SR T R R A B TS

i xt Jr 15 BRI HERR . AR, — DAVDIFEIR & S B
EXGHTH EEERMAT RS KR, RHRSZRMEE
HAGAYERR, B HIE TR AR MERYE. 0B85, MR
RS A KA, R HZE KR,

i, (R 4% TR BRI SE 1 . A T 95 TAR& IR
E AT, FEAME R 2K 8, BB A4, AR —
YO AT LASSATE 2E 9 35, 45 R B R LB i T HRAFA i3l B,
BATFEBEAT S WA » LA 75 22 32 L ) 1 B IR S XA EA A
Foll- 55 IR T &, Tl HA Bl FA ANER A FIER ML,
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1.1.2 Clearness and Conciseness

REFEE G, BRI RMNENAREHER, Ak
Bi%5 TAE# AN B © M IEE KT8, ZRERKE KL, 7
FHACAE R, MBI FIUK &8, XMW TR

FrigfEs , AR ERKENIESIRGERERAXN . RN
LA, MR BEH T AN A ILERE. 5N S B3 KK
), MR M. BaFat, MFEEE FRENSEEER. AKX
%, LA NE TR KA, SRR IxkE. B
AEXK  ARIMAEBRFIBE.

2 i 235 7T AR B 55 BRI 64T, @ e R B iR R
XoF 2 I AR 5 Ko B BHE . R AT REHOR A , A BT A about. approxi-
mately, probably. maybe &4,

1.1.3 Consideration and Courtesy
SEXFER

FERI55 KWL 1R - L2 34 07 B A8, B R 7 /e X 7 fiE K
BRI, AR ZRE X KR,

FIEFTHAY You-Attitude BURXH —F A . BB R
i RLETE R T7 B A BB O AR T AT AL BOR A AL TR
At A, K 5 0 546, REGEtR A . . EXRE, R
BERET, . NRREN TR TRNEEEREN T M HFHELE
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B R RS T L B T — T R A AL T RS B B R B
X+ HIAG  BE, A E R Good., Cool, Excellent, Great ., Terrific,

Fabulous Z JE )% 38 Z 17 ; 75 2%t 7 f) 5 B B, 2 K% Bsf b i) 36f 7
T

Appropriate Words
189 S 3K 3F

FRATHE FR IRV o L (56 PRI AT 37 5 P B 1) ol 6 ol P R 1m0

1.2.1 Choosing Brief and Common Words
% RS % ARiA

A YR 55 TAEE RIE KRS, i T A2 GRE L. {H
A 1208 T —AHESL B Z GRE #i0AE H % 22 W MR 51058
AR, FAXEE, FEASLE B C RGNS, kil
NBEAHH . EE/RB U X 4 —8) & AN EA B : “Little men
use big words; Big men use little words. ”

PAF 2242 Fie 5 i) i) e A ARk » 75 (B REE , A i o oS R o T 1)
BORL T 3 3 PR,

Sx EEMA  #@E.FRANA MWIERR

cogitate think # &
conjecture think #* &
consummate finish T IR
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prioritize rank A
increment increase 3 J
nominal little ¥
obviate make unnecessary HErk
ameliorate improve &S
proclivity tendency )
transpire happen BAE

Fob, FEHRE R — iRk A R A T, e
M give (make, have..) M shiA K &AL X FRR . LB THE
PAAF

1. We'll perform an investigation of the problem.
HEMA XA F M ATHES,

2. We'll investigate the problem.
FAVLRAB XA F Y,

/)4 [ P94~ B847) perform an investigation of A ik F
B ER P A rh i — A 8147 investigate B T, BT A —
AW —A R, MBS LB, B —mBUIE .

TRIRIE BENRE DIBER
make an acquisition acquire kit BAF

file an application apply Lk

have a discussion discuss ' T

render an adjustment adjust W

hold an investigation investigate AL

effect a liquidation liquidate FHE . EARALE

L]



STAREBME - [oor] ]

achieve a reconciliation reconcile giof 2
take into consideration consider &
provide assistance assist # By

BE, N THEE, AREESZST U HEmiENAE.
B T HEPA T

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.

ERERIEF XAF#e9E, R ALHBH S, 5 TN
Ry R AT B H T K TR T BAVF BA ST

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.

BAZRIEF XA RGO R AZTE AR ASRIES
R TR AT RATRF MA LA .

ALLE N, B EB AR, T ARG R,

B EWRIRIX WE BANRKE DEER
at the present time now i

in the case of for T

in the event that if ho R

in the near future soon RA

prior to the start of before P ATLLE Z#
on a regular basis regularly ZH
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for the purpose of for AT
with regard to about, concerning % F
be of the opinion that ~ think KA
consequent upon after FEveeee Z 5
by virtue of the fact that because B4
until such time as until 3

1.2.2 Avoiding Clichés & % {& F Bxif il

AR VR0t R R A 5 e Y K R8BI BT IR 48 Y
SR ESA T . RATHRAMTE I AZERRID SR E R R €
FEEREZL, mRITPEA—BREBLBEERE R —
PRI, TPE 7 ARZHEZE L RKAERER. ARSI
HARK, R AP EERA R, RRZ BB —FRIA.
i, B %5 TAEE XS TAT , EAFHIE BRI AL E SR
P4 7 7 A R — B R

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.
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.

7
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DAk 3 B AR 5y » 2 3 by AR R 20 R 4 L » S R AR 0 D
AT T R 3ST P BX A RELA
B A, BT 5 20 KPR IR R H T X 2

1. Your letter of the 7th has been received and contents
duly noted.
BIFER \
Thank you for your letter dated the 7th .
BT FARBKRE,
2. Please be advised that you can take delivery on July 9.
BB L
You can take delivery on July 9.
RFTTALT R 9 BRK,
3. This is to inform you that we.can do in compliance with
your request,
BIF5E M
We can do as you requested.
o 69 R, BAT AR A,
4. Your kind order for the said matter has been shipped.
RIS g A R e
Your order for 3,000 Apex cars has been shipped.
R 7 3T & 3 000 4% Apex IR % ©4FiE,
5. Attached hereto is a sample of the cloth No. 21 from us.
BFE
Attached is a sample of the cloth No. 21.
M E M S 21 SAHS.
6. Thanking you in advance, 1 remain.



F—% WHEBEM

B
Thank you.
.

7. Trusting this will meet with your favor.
BAFE
It is favorable to you.
XA IEA A

8. This will acknowledge receipt of your letter of
September 12.
BIFE
Thank you for your letter of September 12.
%9 A 12 ek &,

9. Enclosed herewith is the brochure in which you
expressed an interest.
B S -
Enclosed is the brochure you asked for.

KE o i B A Bk DT

Effective Sentences

Y&

e A G5 HY 5 T BRATT LA B TE R LA T AL
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1.3.1 Preferring the Active Voice

EREPES

AN BENES K AR U7 8 EEIEEISR.
SEbr £, BEhIESME AL L , AMEME SR BASHEM , i B ibx 755
B, ML T, EESHEE AN, EARBSRIENENR
AR BRI B LM, .

1.

2.

3.

4,

The administration was completely reorganized by the
president.

BIFHA -

The president completely reorganized the administra-
tion.

ERBMAERALTERE,

30. 1 percent has been increased for hardware sales.
BIFH -

Hardware sales increased by 30. 1 percent.
RAHARRERT 30.1%, ‘

A letter should be sent to the customer by you to inform
him of the price change.

BTl

Please send the customer a letter to inform him of the
price change,

HEHELEP R EHEH LR,

The application was approved by the director.

BREFSCH -



