Comimurnicaring 1
//l/qr/lm'/aﬂa/
Business

8264
Ance 26




RKEZERAEH(Z)

Riftik HER BERE &

S R A 2 R A
i






BBEMSHB (c1P) ¥ iE

PR 5ok R BRRE. —3 R(BITE).
Ut E xS 2 5 B 5 Rk, 200010
RELARKBEMS. é@%%ﬁﬁﬁﬁ%i%%

ISBN 7 - 80004 - 827 - 6

I.HJ... [I.8... III.HEAS-FRE-BIRER

B mEFFR-#4 N.H315

F A B 50 CIP B35 (2000) 56 37777 5

HEZRERHERD
2ENMRE X S EI
EfREGHRB
Communicating in
International Bigsiness
(BHFiBiTEx)

iR RE

o E X A2 B B 5 A AR

{HERLEIVIAEREE 28 5)
PB4 5 : 100710

B BIEI R RITRRAT
WAREREEPR EPR

Rpx 1168 X K 32F
12.879E0%k 333 FF
2000 11 A% 30K
ROOO 4E 11 A 45 1 IKED R
"EN¥:10100 I}

ISBN 7 - 80004 - 827 - 6

H-132
EM:17.00 7T




AL, T SE #EPDRIE U 0] : www. ertongbook. com



BRI A R

MAZARFER T ERRA S F2ERFHFEERRZE
RG] b Bk e E O E PR S ) — B ENV S ER S LR
BeRt#F HH5, B 1988 4F 10 A LIk, R B2 HA R R4
P K32 B AR G, 3 F 1990 R Rk h 2
HAMRREELESH S, NN EABRRLERFTBM

AFBRHBITARLE 1994 F(HITR VN ER L, RE T ILF
RRELRE W RERRE, UKBEEFAESERT X FEHE
L, FPUH SR FRBITH. 1EER 1994 FORTAINE ET X
iR, 39 T RRIRERBEMI T, A5, NER ALK
FENAERETREFNERTE . BFBITAMNE T FEHEH. S
EE AR, M T R TR (Email) TR SR, LEM |
RPHENE, (RREFEXESHEIBER)-HE5EBRNHRET.

ZfeERR, A BRFBITER G P BN T RS 6 At
o Wl KEEWMAHREERERL,

e [ A1 2 9 B85 ot B
2000 6 H



i

Bl

BHEBSHAELLEARHSERBAG—HBRAFT Aot
LEET ARFREIA GFAEREFAMF LS EHHES L
B, A EREEARH SR EI LG R Ain, F R %ML
HER , RAEIETLFARLALEG A EEFH,

AT EH R B FETFFAR RS KA iy 2 Rt
MREE2FOMERGRRSEANTE SRR FLS
A S EF P EEE 3313 P8 ELTEE S
R X FLEEARE TGS E AARGEDET LK
FEAEAXLEBRFSARGRHEFAARRFL ) EDGR P
KF AR 1986 FA5 A B2 FH 4R B A2 BAL T MM
2WARE AN EHAHXFHE . FPEARTHFLAKRTS
XEARERLBFAIMEKRALEHE(ARHFRL)—F 4
ALBRHFETRAEM, T 198855 10 A2 X F iR
YR, METERBEFRA, IR ELNIZHEESARLE,
1990 $ A BB Z A AR ALBI 2T AL REH
Sk SE R FHIFHIBHH A% L EEFHM, 1994 £ 12
R A RHBREETRRGEIT M4, R T BT R,
BEI199F KERREIT2 55 M, 5 2E k8L
ek fe X ERBIF LG ER KR,

AFREAGFAFEENH L, E0RBMIEF T HLE
BRBEEAALGFEAFTE AZRLHEET LEFRT AR
B, HAAERBEAAMNRERGE AT S5 X AL RGO
EHE, AARRESABA LD S BAGETHX il
BAERT A, AR A T IRF R K d0in,

AFHBIMHABRBELE NI 2T L E5EDTHERBER

1



BAREE FAFANHERRGETFE ASREAFHLEELH
BEH BREBAIHEE, BIE LA LEHKE M
I A AGEITHEY,

BLFREEAANSE T FLA T Rk 6) LR, B 72 M
SMFRMEHRAAR M BB KPER, AR KRBT A
BRYHE EIREIB I FFELENMER, F SIS
ZFAMFARTSRLAESRAARER ERFLE AN, B
FiH A 2R ARARBRAERG LR, BFEH$ELKE
FAPTFELLERTBEEFEN , il LY B FRAGELR L4
B AT (Email) TR, ARABHERBREHGH
B EREHNEAEANIT G BHSNELFRBEN EHH A
B AMANARY 1994 F(EITA)N AR L BSHETHS
Ak Y KB fo 5k FH it —F A 4557, b P BB
& diit K AT(A R H BB ) (RABITR) . A
P 1994 F(HEITR)FPAABEHEAANH R H AR B RIER.
BEAT R RBARLBAF SRS PRTEREET,
BRMEAFTHORSABRLSHEFPLEFERERNEG, RETRA
BENOGEIAM L, W o T Bid & F o4 4T AP A AW |
RBPFRE, I (AL F L4 ILR)—BEABRM %
AT ik E R E,

AHBIRALE XA G wﬁrféﬁ'éﬁ/\éﬁﬂgﬁé%ﬁ’%ﬁﬁ
REXRBEREFE, EAFB BB TR Y 35505 F
AEE B ZF A HRXFHR EZATORHEH #5850+
b 8 RARG Ao b 53011 8 T ALY 3R T K FEM,
FE st — I BTG 6 Akt ]

NEABREBEOREMRRZAE, hiBiEEHANZEBTER
BEXBF L 84 Séﬁrfﬁl WL, 3 R &R, k35 iE

% #
2000 55 A



Contents



Specimen Letters ce-csverererrarerreenccoaterntonieenccninnnisons (46)
Offers based on enquiry. Offers on the Web. Request for
lower price. Request for price increase. Request for
lower price rejected. Request for better terms granted.

A firm offer. Request for firm offer rejected. A
voluntary offer.

An unsolicited sales letter. A promotion letter. A sales
promotion letter to an inactive customer. Request for a
demonstration or interview.

Style & SUIUCTULE “* vvrrerrreterereesteitetrnntisencesassonnnss (61)
The Sentence. Sentence Variety. Sentence Flow.

4 ORDERS AND REPLIES T &8 -cooooveierinen (73)

Specimen Letters creceerereeiiiiiiriiiiii et it (73)
An order letter. Order form’s covering letter.
Compliments slip attached to an order. Printed routine
acknowledgment of orders. Acknowledging letters.
Letter rejecting old price. Letter refusing price -
reduction. Letter rejecting delivery terms. Seller’s
counter offer. A sales confirmation.

Style & Structure *-w«r v+ rereeerrrittstisaraeienssosrssncenarnes (88)

The Paragraph. Unity and Coherence.

5 COMPLAINT AND ADJUSTMENT Hif Ab38 «--ooooo. (98)
SpeciménLétters e te et eiieriterennenteteneanatereenanan (98)
Complaint  concerning  non-delivery. Complaint
concerning quality. Complaint concerning damaged
goods.  Complaint concerning wrong dispatch.
Complaint  concerning  frustration. Claim for

shortweight. Claim for charges and interests. A



sample complaint letter. Apology for wrongly fulfilled
order. Apology for delay in fulfilling order. Apology
for faulty goods. Apology for accounting error.
Replies to ill-founded complaints. Rejection: of

complaint. ,
Style & Structure ............................................. (115)
Transitional Words and Phrases
Specimen Letters ................................................ (126)

Chartering ships, reply and confirmation. Booking riote.
Enquiry for shipping containers, quotation, negative
reply and confirmation. Appointing shipping agent and
reply. Notification of readiness. Nomination of vessel.
Loading. - Shipping advice. Alteration of shipping
instruction. Enquiry about insurance, reply and
acceptance. Enquiry for multimodal transport and reply.
Style & Structure  eecrcecserrestetiittiiiiiiiieiiiiiiieena <140)
Clarity

7 PAYMENT AND SETTLEMENT OF ACCOUNTS

Spc;cimen Letters +vvev--- rseeesaiciieieiiieeaaas err———— (152)
Application for credit, Issuance of L/C. Notification and
amendment of L/C. Presenting documents. Making and
refusing payment. Urging payment. Collecting freignt

~ and reply. ‘Settlement and spread report. ‘
Style & Structure s Srrereesee (166)
. Tone-Write Naturally

8 CONSIGNMENT, BARTER, COMPENSATION TRADE



& PROCESSING WITH SUPPLIED MATERIAL #H£,

B AMERSIIEBIIN I ---reevrevrermrmrnenii (176)
Specimen Letters w«seesrereemrrrreremmmetatoniiiia, (176)
Request for goods on consighment. Acceptance with

condition. Agreement on consignment.
Proposal for barter trade and reply.
Compensation trade proposal and reply.
Processing trade proposal and order. :
Style & StIUCLUTE rrerrrerrereresmsesmneumiisinieniesenennnne., (187)

Punctuation, Capitalization and Numbers

9 JOINT VENTURE AND LEASING ##&%E BE
Ceiseetiteeeiesueentetetasiesattstatetsratstasenaraane O P (197)
Specimen Letters r=eereeeesresveens eeserassacsens Gesereeiaiancaes ( 197)
Proposal for joint venture and reply. Confirmation of
joint venture terms.
Leasing order and reply. About rental and cash deposit.
! “Style & Structure c-resrerserrrantiiiiaiii (206)
Proper Arrangement of a Sentence ’

10 AGENCY ABHB--diiveivenniiiiisiiiniiieinniiniennnnas PR (215)
Specimen Letters coeeecercerareetiittstcniratiiiiaiecinsenes (21 5)
Application ~for marketing agency and reply.
Appointing agent. Confirmation' of agency terms.
Ap'poihting sole zigent. Application for air freight
forwarding ‘agency and reply. " Confirmation of
forwarding agency terms. Banking agency proposal,
acceptance and rejection.
Banking agency arrangements. Amendment to agency

.. arrangements. A’ counter proposal.



11

12

13

14

Style & Structure «+-srseeerrrrenstiiiiiiiiiii, (228)
Write Courteously

CONSULTANCY @ﬂ .................................... (238)
Specimen Letters --=----- esresnenrestannsnanssenansssasananns ( 238)
A consultancy service advertisement. A client’s request
and the consultancy service’s reply. About consultancy
terms and conditions. About a Web consulting firm. A
market research report. Credit enquiry and reply.
Enquiry about establishing a branch office. About

market trend information.

Style & StruCtUre ............................................. (251 )
You Attitude ‘

TENDERS Eﬁ;‘&ﬁ; ....................................... (261)

Specimen Letters teeccecrrerrectittiiiiiaiiiiiietiiiitniiana. (261 )

Invitation for bid and reply. Open tender (an ad),
submission of bid. Covering letter, bid letter, bid bond
and priced bill of quantity/weight. Bidding
requirements’ response, Qualification certificate.

Auditors’ report on financial statement.

INTERNATIONAL CREDIT EHER{EH®--------------o (278)
Specimen Letters rreeovrrececnes freteriretencencteettennsnann (278)
Offer of open line of credit. Proposal of a buyer’s credit
and reply. Proposal of a swap transaction and reply.

EMPLOYMENT M 3“! ....................................... ( 292 )
Specimen Letters ............................................. (292)

Letter applying for a job with résumé. An employment
application form. Response to job application.
Accepting a job application. Rejecting a job

5



application.  Job  offers. Appointments  and

recommendation letters.

15 MISCELLANEOUS CORRESPONDENCE H it /R

............................... N ) £))
APPENDIX mi ............. devesannssenssseoscoassacscesasssnssss (348)
1 . Useful Sentences seerdintiineniieniisninesenieetiettiens, (348)
II . General Commercial Abbreviations «««+++#+ssseeeseesee (375)
Il . General Commercial Expressions — ««-+scs+sssreseenses (384)
IV . General Abbreviations in E-mail +++-+cverereeeeeenenes (395)
i
. ¢



1 INTRODUCTION
4% B

In the business community today, the importance of good
communication skills is even more stressed, as it is essential that
employees can use the tools of the evolving information technology to

communicate clearly, accurately and effectively.

The objectives of communication are to obtain complete
understanding between the parties involved, and elicit the responses
required. The first objective can be achieved through clarity of
expression; the second demands the right approach. This means
that the writer is courteous, honest, tactful and genuinely interested
in promoting a mutually beneficial business arrangement, taking into
account the reader’s requirements, level of understanding, and

probable reaction to the information.

Principles of Good Communication

1. Consideration. Prepare every message with the reader in mind
and try to put oneself in his place. Plan the best way to present the
message for the reader to receive. Emphasize the You attitude rather
than the I or We.

Adapt the language and message to the receiver’s needs. It is also

1



better to focus on the positive rather than the negative approach.
Compare the following pairs of sentences:

I write to send my congratulations.

Congratulations to you on your promotion!

We won'’t be able to send you the brochure this month.

We will send you the brochure next month.

We regret that you closed your account with us a week ago.

A week ago you closed your account with us. Whatever the

reason, we are pleased to have played some small part in your

program. You are cordially invited to use our other services as

occasion may require.

2.Courtesy. Courtesy is not mere politeness. It stems from a sincere
You-attitude. The courteous writer should be sincere and tactful,

thoughtful and appreciative. Compare;

Your letter is not clear at all. I can’t understand it.

If I understand your letter correctly ... (tactful)

Avoid irritating, offensive or belittling statements; if an
apology is in order, make it graciously. For best results, and also as

a matter of courtesy, answer letters promptly.

3.Clarity. The writer must try to express himself clearly, so that
the reader will understand. To achieve this, he should keep in mind
the purpose of his letter and use appropriate words in correct
sentence structures to convey his meaning. He should also avoid

ambiguous sentences. Compare:

The L/C must reach us for arranging shipment not later than 8
2



October.
The L/C must reach us not later than 8 October for arranging

shipment.

They bought a bicycle in Beijing in a small shop which costs
$25.00.
They bought a bicycle for $25.00in a small shop in Beijing.

He was warned not to drink water even in a restaurant which

had not been boiled.

He was warned not to drink water which had not been boiled.
To make his message clear, the writer must present it in well-
constructed sentences and paragraphs, and include necessary

transitional words or expressions to link them up.

4.Conciseness. Conciseness means saying things in the fewest
possible words. A concise business letter should say things briefly
but completely without losing clarity or courtesy. To achieve

conciseness try to avoid wordiness or redundancy.
a. Shorten wordy expressions.

We have begun to export our machines to countries abroad.

We have begun to export our machines.
b. Use words to replace phrases or clauses.

In the event that you speak to Mr Wood in regard to

production, ask him to give consideration to the delivery

schedule.
If you speak to Mr Wood about production, ask him to consider
the delivery schedule.



