


BUSINESS
CORRESPONDENCE

IARBEXRE

EH® E F
BlER FHRE B B
Ee IS

P ST LM



BHERRE (CIP)BiE

SARBfERE/ETEHR. — b HEXSMETR

By it it ,2000. 10
ISBN 7-80004-734-2

LA,  IILF... III.XMFE%ZE—%%—{%'EE—EYE

IV.H315

b AR A B 4 CIP 3038 4% 7 (2000) 88 40209 &

Business Correspondence

hABEXS

¥ % E F ®

AlEa TFH¥F B -3
NG5

*

B XTI H S R R
(EREEAELRGEE 28 5)
MR B 4 5 : 100710

BHEREILRITIRTT
A6 SRR ERRY

*

850 <3168 "EX 32 F A&
12. 6 6p3%k  328FF
20011 AL 1R

2001 4E 1 A% 1 WELRI
En % 3000 A

ISBN 7 — 80004 — 734 -2
H-107

FEHr:18.00 JT




1€ & & 5t

MEZFGLARA, ERZIAGERELAERHEE, BAY
IHRELBEHMGTE LR B3, Hb, 2 FHHRF
BREITAEBETUMNI FPRERL)—FABARNLZTRAL
A B,

EITHERFFEPRSAHONAEELHFLE, EEXRS
HEH AMHFZ2EFFTESERETHARRATXHT HARTE,
ETHRDSTFRRELBH, RS, XLLEHAWS]
ANKE o R B R F LB, ARNEFLMFEANTHESTLS
YR A B A K 1987 F R F (S )P EHBINBAE L
MEEH AL ;1989 4 T TR P £ E Lancaster X ¥, % ¥
PRBRGEMN I THREFTR, 191 FHBRZ(HREES
4 ) (Emphasism To Fine Writing) A AR FAMA, T £ 5=
# % & K, Richard Lanham Z Revising Prose; & Joe William Z
Style: Ten Lessons in Clarity 4848 % ;1993.1994 4§ * 7 #4% %
EAEEBREAXFE S EHELTF,

ETERELRBERE, RO 288 2L 2. 2
BSMR BRFFTRRLEHBR LERRBOI T R RL)
BRSNS F AR, 2 B ¥4 Jeff Triplat A2 BITAH £ X
BRAEL  AREBXREEM, ARABTLEERALA—E X
FHME RFEZETHKS,




PREFACE

A sample of letters from Business Correspondence written by Profes-
sor Ning Wang evidences the author’s skill in producing a compre-
hensive text in concise, modern English for Chinese students of
Business English and personnel in Chinese companies. The model
letters provided in the text cover a broad range of communications in
a readable and efficient style. Paragraphs are short and focused.
Professor Wang’s model letters incorporate principles of business
writing found in texts and stylebooks written by American authors.
Users of Business Correspondence have a valuable resource for help-
ing them compose effective business letters and, thus, for enhancing

their import-export transactions.

Bruce Holland, Ph.D 'ﬁ ecec MM

Department of English

University of Akron Bruce Holland Ph. D.
Akron, Ohio, 44325~ 1906 Associate Professor of
USA English Emeritus
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FORWARD

Are you a clerk in a company, a student in a business school or a
teacher of business English? No matter who you are, you will need
a book to help you improve your business writing skills. Yes, you
can find similar books on the market or in libraries, but this book,
Business Correspondence, possesses its own distinctive characteris-
tics and teaching methods that will enable you to operate in today’s
business world.

Business Correspondence helps you write well in almost any business
situation and contains all of the necessary appendixes and documen-
tation. It is doubtful that you will find it does not meet your busi-
ness writing needs. As is commonly known, it is essential to learn
good English and have a strong knowledge of Western expressions if
you want to write effectively. Within in Business Correspondence
you will see examples of concise modern English and learn to write
in a similiar manner. The concise Chinese versions of the texts will
help you compare the two languages in each lesson while groups of
Western phrases are provided at the end of each chapter for your re-
ferral. At the last part of the book, above all, you will find yourself
in a world of E-Business.

All in all, Business Correspondence is a good teacher and business
companion to escort you all the way to your own English transaction
“paradise”. Undoubtedly, you will be proud of this new-found pet
for yourself and your friends.

Ning Wang
UIBE
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Chapter 1 Layout of a Letter

As a way of communicating, letters are indispensable for business.

Here you will see how they can be written in a correct manner.

The Form of a Letter
Business Letter-Writing

Letter writing, as you know, is essential to a business. A business
letter, often evidencing an arrangement or a contract, should be

written in a serious manner.

When you write a business letter, be sure it is executed in the cor-

rect manner and understandable to everyone involved. A review of

your previous letter(s) is often necessary to carry on your dealings
¥

as this can help you plan your next step.

You can write effectively only if you have a good command of the
English language. When you write to your customer, above all,
bear in mind your “three friends” in writing: conciseness, clarity
and courtesy. Frequently, your three friends help pave the way for

business.
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Vocabulary :
1. essential adj. WE )
n., EH 10. involve ©. %, ¥
2. evidence wv.;n. IEHH 11. review wv.3n. S 7; B,
3. arrangement n. EHE BRiE
4. serious adj. JTUW,IE# 12. previous adj. LARETH)
5. manner n. HR.5E 13. dealings n. 33k
6. sure adj. HAS,LE 14, plan  v.;n. 181
7. execute v. SERL.BFT 15. effectively ado. G3Hb
8. correct adj. IEHf 16. command ©. 18
v, #IF n. W
9. understandable ;. n] B 17. customer n. HF



