{{tj = — R B R b

lllllllll

§): kw55 S in B

" Practical Business English

bX| E5
Business Letters &
Correspondence

BEHmIFES




SRS EREAL B

TCAL O
WRES - KEBR

RS
=

S5 1 55 e 1 PO

Correspond

BEH FES

E % HE X 4
BlEgH ML EMT
& F REAT IER FER Z%R
KM BHEE & &

EREHABKLURE



B H &% B (CIP) 8#2

“UIH17SCHRFT 5 HIBHRE. W/ FEE B ER. — b BRI RS
2 At ,2009. 8
ISBN 978-7-5638-1702-3

T.1 T.% [I.R%F HE—BRER BFFR—HH
IV. H31

b [ R A P 54 CIP B A% 5 (2009) 55 130950 &

&
BER wEEe

HARE T BEEBZT RS KF AL

# db AbEUTTEIRR X L0 (R4 100026)

B iE  (010)65976483 65065761 65071505(fE &)
] #it  http://www. sjmcb. com

E — mail publish@cueb. edu. cn

% ¥ 2EHEHE

B HE EEA TS KF I AL O B HEAR 55
EP Rl JestTl FED 55 A BR 2 7]

F A& 787 B X960 BEXK 1/16

=2 # 283 TF

Ep 3 14.75

Rt 2009 4E 8 HEE 1 RRES 1 RENKI

EP ¥ 1~4000

1 2 ISBN 978-7-5638-1702-3/H « 105

E # 26.007C

BEONEEFREQOE, AL ARAR
WAERE SRLR



TE4 BRI — R A E bR 55 AW B 5 8 T . &
A B AR R B [ B B S 10 T KRR & 1 [ A
THER 5 4140, 1R 2 B 4 b th 78 i P48 7 £ foh £ A
T F i 5 1 454 a7

o 38 o7 FE 20 O 0 5 8 U A MR O 7 L BOR A & 19 A
A % [ 5 525 46 A o AR 2 2 B TF R4 L 7 5 64 56
L, 530 K% PR B L RE T AR A

RS RAEERE S ES P AN ES . E R
45 VR IR R R P AL RSy . 755 B M B
%r RIS RGBT U A 0 B R %

RS BRI T S RAE M TR ST 5

%M%Mﬁﬁ%% U7 D5 B 5 I BB 7 . DA T 5 2 2
REAERT 45 5 T A0 A5 053 B & R I 2 48 R g
%EAﬂ@ﬁﬁ%ﬁMimﬁﬁ%1¢%$?ﬁUEUFM
H7 5 TAEST T AR, ! ;

ﬁ%%%%ﬂmﬁﬁﬁﬁ%“ﬁﬁﬁﬂ%%m R BE
3 HL S 4R [ B 7 4 @ﬁﬂﬁA@ﬁrm@@*
PR G TN, 2t R B R AL SR




5 24 ) o R B AR e Y LR [ B U HR A 5 B 24 7l
MR [ B 25 R PR SCR AR

i T L W B 2 A K B AR 25 45 5 BA L 8 15 7
KA R R B . A TR T W B O BER KT R A A R
0 45 5 B 2 7 UL M 2 0 3 08 1 [ B T 25 L8 0 7
U7 5 0 B T 0 0 £ R 1 A 5 0 0 5 R AT A 1 i 95 2
X

1 53 4l 1R 4 L 2 A LS e T B B R 107 1, AT
SRR T RS 1+ 17 SR R 45 S BORL AR TEADAT BUF LA A

W75 S SR |

A I PR 5 S5 T O A DL A  BE A BEA T %5 SE LA
S A A 5 AR AR T | XU G B S A TR 5 R A 4R
T %, VI R A A1 5 OB CBR L) LR E D BEHE A 8 T S SRR e
S 5 L€ D SRR ) B ) 3 32 R U 45 355 B BB (R S0 0 4
{73 2 4 B T 5 A5 B )R K T 23 2 0 3 D L, S T
o T 25 UL S8 0 AR & (B SCALREE ) S B2 WA T 7 0y B S AL 7 A
AR, L 3EAN 8 T 244 Wk [0 5% 10 25 301 8 27 A DA S 8 1 J2 0 SR
R £ 15 e B B 95 1.

WS SRR+ 5

S A F5 M TR A 9 B A A0 T TR0 DR T b B R 95
LR R RSN SRR R A A SRR L 5 KR
TR IR ORI R BN RS NN - Dl S
B A AR R AR R HTE 6 B AR B TS AR 4R AL 5
LSS T - U INC SV RWaN - F A Sl %
B AT ) S AD TR B COLT ) o 0 90 408 6 A A 60 1 T 95 R AT 7 i
O TR R A TS T 2 2 DL B B T I BRI R R R
5 51 53 20 S WA 25 5 8 1 A SR T 5 AL+ ) 0 DL 5 40

B EARIE A AR SRR B A KSR T R RIOE S AR



75 B8 6 7 70 4 5 8 B 0k A1 40 P 5 5 (K SO AL MO
SR DA JF7 ot TS 1 1 S R K 5 S D O K 5 BLAR B 25 SCAL TR

I 35 55 W+ )7 20

T T MRy T I S A AR B A . A A LS AR
7 i 95 5 T T TR 51 52 95 VPR 60 i K 46 5847 00 4 B0 2 94 440 0
32 TG » 45 P EL 2 0 i 9 SV 5t ST 25 A 7 0 29 B B b AT LI
%.

I 5 67 B - 135 30+ SO 5

AN A A L 13 SO = 20 K B A B 95 R, (R L) (R
FIE) 2 B AL B A 45 15 B0 45 PR IS OO ) 2 B8 A 13 3 B T
HEAT RN 5 5 B0 ) B4 Ak 1 0 95 630 B A0 AL G2 2 A S 9 S
e 2% T SELAR T 95 80 405 B S0 ARG D B8 ST DA 25 380k 3 o SCAB TR
FEREUR BB RAUA T R SCAL T 7 CRIER) MBI VR A 8 o 42 1 46
SR VERI D PR )

W5 I 2+ A3 3

B AR 43 A CRR L ) CCRATE ) ST T ) CCRR T 356 ) 33 ) L€ B 32 ) L BR SR 3C
TEHEBL )B4 300 A BE R A AT S I 4R B )\ CPE ) 32 A
5 LR A FE P SCRLUT L) L B 7 ) 2 8 A S 36 Wbt 5 7 T B ) LK
S SO ) 25 9 S A R 95 9 35 SO A S DS 4 T R 9 AL
AT 485 S SE DR 0 T3 95N S B 7 AR SR 1 LB A

- PEZSPELS

eSS Ve LPOE XTI e L R AL R LE L R
3 2EBCR R AL TR BB 5% ), A SR B RAF O RCR . A RS
VT 0 B S PR R P ) LD S VI S TR o A £ 2 A
85 LTI SRR L 7 95 350 5 4E AT RE400 6 DI 80 0 D VIR 396 0L DL 3 o
BV BB VI i A B A 0 . A M LR T R 0 8 e
i e 1 45 P 95 BB { L -

I 0T 1 45 -+ R U O




A N AR R4 S A A BUR BRI S E M . BUTA AR
A 1 A b, S TR T T S, NG E YRS (B TE B R AR | R D) 2R
PURIBERE AT T 46 8 0 DR 32 ) B 00 A AR FE T A5G AN R U
P, ) SCRLUT U6 AL A WA 4, 8 T 2 A R 47 05 3 S AR AL AN AL T B DI
9.

AL ARG S BB A L S, LUS FOR R R B 55 it o £
B ISR BN S5, AT R SE I SR R R S R . R AR — KR!

LA X — 25 SOk AT R0 37 945 B0 4 AT L A R S A T e 9 X
AR, EEE A RS, R DR A B TR T K
B Ty O, IR A TR T M A AR 5 B R AR B A
ENBARKBTRE.

“UVHT"ERBFEBHREREZS




=
ol

R LR AR T 45 05 #0304 R
1T 5 U ) 5 7E 2 UF R BRAL TR () o R L 4 A0 W S TR R
S AR IR B 45 A A B0 B SRR R R . Xt X 2 A
HEMORESRE TESRER, h TSR FIRER
A 8 0 5 07 TR B0 JEL DAL BT R S SOk BROR bR R B
A 3 45 26 T B L ) O T B0 BB R A . % T R
IHEASHERRE - RAAFEERNBIIHE T A
.

U+ 173230 T 45 3 OB o i (ORI FhL )2 7 T K B A
B&5 3B HREF S5 RS X EPRE S %k 2.0 %l iR
Bz — B -TIHEESHRLSMESHIRE, A5E
T AN R IE 5 A R 45 S B A BRI B MR AR R Rk T
W B A SO B B A A TR o i B, B T B R 2 A B
FE KT f R B Ao EG 20 5 4R A0 T 55 PR I B A L 5
BRI B R E &%L&wzwﬁw%m& 2 4 1 4
Sl % TAE fE

$%%ﬁ+mﬁm Hep, %— @m%%#%T%i,
ﬁ%h@%%%%ﬁﬂW&%ﬁﬁﬁéﬁ-$m§%+W“
B T IR 55 BRI AT M B T A S R




BRSBTS EY A% RS U RRFE A FUE RS R AR
RS RE RBEENE.E T IURITTX B F RS HT TRAEERN S,

ABENEE WS T, BARZE T &I AW T . — iR (Introduction) ,
S T 2 A AR A S FR T 9 ER S L AR 5 A DG ER Y Il 55 AR & R AT
TR . — A5 RFEWH] (Specimen Letters) , i i Xt {5 o& AL Bl 9 PFff i 42 T
f AR A 5 AN B B O B B AR T . = LW 1 4 Y (Sentences
Commonly Used) 38 3t ) 7B f A M R, A6 T Bl 2 A 4R R B T RO as T RE
Sy LB A 2 A PR AR R M G AE B BT P R A A AL O AR L 3
(Words &. Expressions) , # B2 4 FLEAH G A . 78 R BT . AR %l 2%
A it R GRS S AN AT L R OE Al A4 oK L 4R S 1 [ I R E — 25 DL [ 3L
R [ 57 5 S 5 5 45 (0 AH 6 % b S0 s 7 4R 5 45 R 1 AR S TR A A
b 2 A R AN R A% I 0 B A L 3R B B — B B 30 D L B B BRIE , i HL 3
A DU A M 5 % Pl A 5 2 0 SR AT AS U, A TTTA B B H A Y H Y .

CRR L) 2 5 D) - — 2 R R A X, DA R B A A A IR A,
ISR 450 BT 4 WT SR A 5 TR TR R AR S8 S PR K R AR R A R
Y25 I 35 25 2 A 10 5 M B A o () It 3R B T 27 A 9B 0k | B 2 46 TR E L RE T 1Y
LR .

A5 AL X LD AE o4, BT B IR RIS A R S S RE A
FEAANE . B B TRR E %5, AFA BRI ANTNHES K EBHE
T, A4 Unit 1,Unit 3,Unit 4,Unit 5,Unit 6 HEPA 2 45 , Unit 2 [
35 4% 4 5, Unit 7 PSR T4 5 » Unit 8. Unit 9 i1 BAISTI% S , Unit 10 B T
Y45 , Unit 11 fi 2% 45 , Unit 12 & ER S » Unit 13, Unit 14 f X1
LTRSS BT I G B GO TE A T e S i AR v S TR

H T 4 2 K7 A BRI =2 4 55 A AR U A 2 22 A A T X, BT
KREREHE

y %




Unit 1 The Rules, Styles and Structure of Business English Letter
I . Writing Rules for Business Letters «--eeoeeeeee 2
I1. Styles of Business Letter «s«s-seseeesseensesiess 5
Il. Structure of Business Letter e-ceeceeceeeeeens 10
IV. Envelope Addressing «««+-sseeeeesssmneceenns 20
V. Words & Expressions «--eeseeseeeeeenesiaeeiaans 2]
V. Exercises  sessessss sas ssmmmmons s 46 somensp sgs asmans )

Unit 2 Establishing Business Relations
1. Intraduetion sveess +os sovsvwves sve vonsvenss sevovsaes 28
I1. Specimen Letters «+«++sseeessessaceesssnareesss 27
M. Words & Expressions — seeeeeeeseeaseeanneenes 3]
IV. Notes to the Specimen Letters «e:eeceeeeeeees 31
V . Sentences Commonly Used in Establishing

R R oI eyl 0

V]. ExXercises: sswsnswssssnsusinasans oos ssosns vy svsvasons 3

Unit 3 Inquiries and Replies

- 40

I . Introduction «-rsssseseeese- ,,.... eeaian.

II. Specimen Letters e« eceeeseveens
. Words & EXpressions — e+eseseseessieeesasenns,

IV. Notes to the § ecimen Letters



Unit 4

Unit 5

Unit 6

Unit 7

V . Sentences Commonly Used in Inquiries and Replies - 49
VI. Exercises - 50
Offers and Counter-offers

I . Introduction - 56
Il . Specimen Letters - 59
M. Words Q. EXPIreSSIONS «rereeseesrssssrnssnssnstmemmnnnniseeeaneinennnn 64
V. Notes to the Specimen Letters - 64
V. Sentences Commonly Used in Offers and Counter-offers  «----- 67
VI. Exercises - 68
Acceptance and Contract

I . Introduction - 76
Il . Specimen Letters - 85
M. Words R EEXPIESSIONS s sresesssesessessmnsnsarssnssesonennssnesenansees 92
IV. Notes to the Specimen Letters - 93
V . Sentences Commonly Used in Acceptance and Contract +--+--+-* 94
VI. Exercises - 95
Packing

I . Introduction - 102
Il . Specimen Letters . 105
. Words & Expressions - 107
IV. Notes to the Specimen Letters «e«-ssesssnssssssnsesessesse e 108
V . Sentences Commonly Used in Packing - 109
VL. EEXGECISES, ++5 s sewsss ves ommnunes 4K 380400 261 484 axbiss aon cvawonsas 4k beians 110
Shipment

[ . Introduction - 116
1. ’S:’pecimen" Letters - 119
HIV.:Vifords & Exp'ressiok' - 122
V. Notes tothe Sp: fmen Letters «o:ooseessesessersessensessensssenens 123



V . Sentences Commonly Used in Shipment -+ ==+ ==+ ssssssseeseaaaeaeeees 124

VI . EXGTCISES: = -mivwe woe vumsosusic s o vst wumiass ws o s arismmieis ws shmamsiins o 55 svmses sai 508 125
Unit 8 Payment and Settlement—Remittance and Collection

T . TRCEOMMEEIOR, o ncioeros om s smsanmiabans saie smcviwars s s srsianisins s s et gieis o o £ 7 B0
. Specimen Letters  seeeeeeereceerseitiiuiiiiiieiieeitirieierneeeene. 133
. Words & Expressions ceeeceeeseerseeeiuntiiiiiiiiiienseenneecneee 137

. Notes to the Specimen Letters «eeeereeeeeeeaneiiiiiiiiieiiieiieeens 137

= =2 =5 H

. Sentences Commonly Used in Remittance and Collection +----- 139
VL. EXEICISES e+ vrevrereeressrerennneereeeesseesanesunnensnseensesannsssneses 140
Unit 9 Payment and Settlement—L/C
T ToitrOAnaiien  soees »ss s s wis svmsnsans &hs &eaios 48 s s 26 bammnn an o s svos: 1B
1. Specitnen Letters ««-commmmmms vox susssvoss s vescmunenso s soovsmvs vav voveve 14§
. Words & ExXpressions ceeeceeteeeeeesernsmunineiiniiinnn e 157
IV. Notes to the Specimen Letters =--««««eessseeeeesssrmseresaueeaeens 152
V. Sentences Commonly Used in L/C  ---+ssveeeeeeessesunmneneeceeees 154
VL. EXEroises =o- ssmssinos sse esans sns o 6s samens sas oo dusiams wes gasiussins osie swosne. |55
Unit 10 Insurance
L. Introduction wessssss conmss s s sunsmnss sus ssmwsenss sxs sewssnns ses sovans 160
. Specimen Letters «reessreesssceeossonessstonssstosssssonssessssnecnns 164
. Words & EXPressions s+estsresresrestastastantaniesiasinniaiacaes 166

. Notes to the Specimen Letters ceeccececesccesceincnaisanccnnences |67

< =2 52 =

. Sentences Commonly Used in Insurance «:cescereeeeeeeeeceeeees 168
V. EEREECIRER  or#ss w3 ¥ 3 awsosns 38 senmsvisns S55 sxasnmess s ox nssod 534 sas sowes 69
Unit 11 Commodity Inspection
I . Introduction
Il . Specimen Letters

. Words & Expressions -+

IV. Notes to the Specimen Letter



V . Sentences Commonly Used in Commodity Inspection «-««--: 185

V1. EXEICISEs -+t reveeenresssseennsnsannsmsanisnesnenseenensenssisinenees 187
Unit 12 Complaints, Claims and Adjustments

. Introduction «+-eesssessessssmssessnssnssntsesncsssosaneanneenaennenees 192

[l . Specimen Letters «--ssseesseareurenessmssmn s aisusansnnsntenesseees 194

. Words &. Expressions e i weretsmTaTarele s wie areia S 4TS B § & 0 wew s 9 & 5o eeweee QT

IV. Notes to the Specimen Letters «eeeeseesessrnssssansansaneeneeese: 198

V . Sentences Commonly Used in Complaints,Claims

and Adjustments «e-esseeeessesssss e iinans st e s e 200

VI EEXEICISEs #++etevvesns son vomnnnsns sussas sss srs susrnuns aus son smmts snt s 200
Unit 13 Agency
TrtrGAUELOn  ++evssssss vor svumremes san sesnss shs sis sunsnunas senavonesoee 206
. Specimen Letters seeessrsssssssueesos fuvunsssses onannnss sus anssorees 207
Specimen of Sole Agency Agreement se:sw--sssesssassssnsseesussenses 210
. Words & EXPIeSSIONs = eeeeessesseessssmssnssnssnssesinnsnnsnne e 212
_Notes to the Specimen Letters «eteeeeeessrsmasmsnnsansneeeseree: 213

_Sentences Commonly Used in Agency coreresrererresemermeeees 214

I
||
Il
I\
v
VI
Vi

Unit 14 E-Commerce

PEECUGEE, o+ fon 9 ans es shmmvainas ame amadainn § 4K SRR 5K S8 awas w e s0n 215




Unit 1

The Rules, Styles and Structure of Business English Letter




P> [ . Writing Rules for Business Letters

With the development of international

trade, communication between individuals
and groups is becoming more and more fre-
quent and important. As an important form
of communication, business letters have been
used for many years and still play an impor-
tant role in business negotiation. To some
extent, a good business letter is a good ad-
vertising of a company and can deliver the
company’s images to its customers. An unti-
dy or ungrammatical letter gives the instant
impression that the company’s product or
service is equally flawed. On the other hand,

upon receiving a handsomely spaced, well-

constructed, and w —organized letter, the

customer w unconsc;ously assume that the

Jetter must come from an up to- date, well-or-



Unit 1
The Rules, Styles and Structure of Business English Letter

Generally speaking, in order to achieve the purpose successfully, the writer can
adopt the “7Cs”: completeness, concreteness, conciseness, clarity, courtesy, con-
sideration and correctness.
€@ 1. Completeness

Completeness means that the business letter must contain all the necessary
information. A complete business letter can be very successful and highly ef-
fective because it can make the recipient know how to give a satisfactory reply
immediately. So see to it that all the matters should be stated and all the ques-
tions should be asked in an outgoing letter and that all the details should be
mentioned and all the questions should be answered in a replying letter. If the
recipient cannot answer some of the questions for the time being, he should al-
so give a reasonable explanation to make the whole business letter be com-
plete.
€ 2. Concreteness

Concreteness means that the business letter should be specific, definite
rather than vague, abstract and general. Undoubtedly, a concrete business let-
ter can make the recipient correctly realize the writer’s purpose or intention im-
mediately and exactly know how to react upon the letter received. To some ex-
tent, the exchange of business letters is in fact a form of business negotiation.
Therefore, when writing a business letter concerning about the trade terms and
conditions or the qualities or characters of the goods, the writer should use
some specific facts and figures to make the business letter be concrete.

€ 3. Conciseness

Conciseness means complete information but briefest expression without
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requires more than one page, just use plain sheets of the same size and quality
without the letterhead. And the additional sheets should be numbered at the
top. The name or initials of the recipient should also appear at the top of the
sheets.
€ 4. Clarity

Clarity means to express the idea clearly and directly in the simplest lan-
guage. An effective business letter must use short, simple sentences and
straightforward vocabulary. The easier a letter is to read, the better. There-
fore, when writing the business letter, the writer must make sure that what he
writes is so clear that it cannot be misunderstood.
@® 5. Courtesy

Courtesy means to tactfully show the honest friendship, thoughtful appre-
ciation, considerate understanding and heartfelt respect in the business letter.
To the writer, he should write the letter sincerely and adopt the right tone and
appropriate voice. To the recipient, after reading the letter, he should express
his pleasure at receiving the letter and give a reply as soon as possible or make
an explanation as to the inability to give an immediate reply. Sometimes even if
the subject matter is quite sensitive, the writer should still try to be friendly no
matter how upset he is with the recipient. And the writer is much more likely
to get the desirous response if he can remain courteous.
€ 6. Consideration

Consideration means that the writer of the business letter should always
put himself in the position of the recipient and take the recipient’s wishes, de-

mands, interests and difficulties into careful consideration. Therefore, when

writing a bu ter, the writer should take the recipient’s attitude, 1. e.

andravoid taking the writer’s attitude, i. e. “We-attitude”. Un-



