1 474

AR

AP ——
MP———

§ % 1% 5 1
CIE 2 R
A COURSE IN COMMERCIAL ENGLISH WRITING
ELUELS

P EBS LI T




A COURSE IN

COMMERCIAL ENGLISH WRITING

A 4 £ BB K

PR mE

EhH 2% 2
-



B HES E (CIP) 8z

RS RIBSME/AMUSE. — M i TR LR, 2001.5
ISBN 7-5623-1678-3

1. o

I. & . B%5-HEEEHE N. H3S

i A B B CIP BB (2001) 26 15478 5

&
R
f

MRS
N Bl &
: 787x1092 1/16 Ep%k. 26 FH. 683 F
: 2001 £ 5 A% 1 IR58 1 KENR]

: 1—4 000

: 38.00 &

B 2 & H
=3 I

AR T REHRG (UM AILEEBIRY 17 58, #R% 510640)

RITHIE. 020-87113487 87111048 (f5H)

E-mail ; scut202@scut . edu. cn http: // www2.scut. edu. cn/press
Moot AEH

B LT BT AR EN R Ep

BRI BRI



Preface

By the time this book is available to readers, China may probably become a
new member of WTO. With more and more international business
opportunities, the use of English is a challenge to many Chinese companies and
their staff.

Commercial English Writing is a timely book on the use of written English
in the business world. Unlike some textbooks on the same topic, it is full of
examples from the Pearl River Delta and Hong Kong. It can be the textbook to
college students, to people taking a special course on Business English; and it
should be a reference book on every Chinese company’s bookshelf. And it not
only has practical applications, but also is very useful academically for faculty
teaching Business English, as the way the materials are presented in this book is
based on the author’s experience in teaching. )

During the past 10 years of preparation for this book while teaching at
Wuyi University, Professor Hu Jianming received many feedbacks from his
students. He incorporated these feedbacks into this book. Since he is one of the
most popular faculty members on campus, I anticipate that this book will be
heavily welcomed by readers.

I congratulate Professor Hu Jianming on the completion of this book. And
I wish readers find out more benefits from this book than what I briefly

mentioned above.

Lin Jian, Ph.D.
President, Wuyi University
Ph.D. (Management Science, Lancaster University, U.K)
Professor of Management Science
Frankland Moore Professor of C.B.I (UK)
X
AERFRK, #K, HEAFF
XR2FHBAFEERAFHE, $L5
# & Frankland Moore X &2 AR R
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Chapter 1

Introduction
(%&1it)

Section 1

Definition of Commercial English

Commercial English is a special term given to English by non-English speaking nations
for international trade. In Britain, it is called Commercial English or Commercial
Correspondence or Commercial Letter. In the USA, it is usually called Business English,
Business Correspondence or Business Letter.

In English speaking countries, all correspondence needed both in domestic and foreign
trades is written in English. However, in non-English speaking countries correspondence
for international trade is also needed to be written in English because English is widely used
in this field.

Is Commercial English a special kind of English? No, it is not. Commercial English is
but standard English adapted to specific business purposes. Few international business
transactions can be carried through successfully without correspondence at some point. For
example, letters must be written to customers, salesmen, agents, suppliers, bankers,
shipping companies and many other people concerned. They cover every conceivable phase
of business activities. Commercial letters, including cable, telex, e-mail and faxes are the
firm’s silent salesmen, representing its close contact with the outside world. Hence, the
need of efficient letter-writing in English is very essential and indispensable in
international trade.

Since the implementation of the policy of reform and opening to the outside world,
many coastal cities in our country, have become more and more industrialized and
commercialized. Activities in foreign trade have been increasing steadily. Thus, qualified
personnel in international trade is urgently needed, and that is why this course in
Commercial English is offered to English majors in universities.

Being adapted to specific business purposes, Commercial English has some special
technical terms of its-own, such as interest (|8 ), discount (#r#01), Cash on Delivery
(COD, $%ff#), Free alongside Ship (FAS, My #4t), Cost, Insurance, Freight
and Commission (CIFC, &, B %. SR LALEAN /B ZEH), Letter of Credit

(L/C, {FiE) etc. In order to master Commercial English well, we should familiarize
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ourselves with these terms.

There always exists intense competition in international markets. The use of
Commercial English is, to a certain extent, the kind of tool, which brings you success and
profit. That is why people say Commercial English has dollars-and-cents value. Never
should we forget that keeping in close contact with a client is to keep a piece of property.

Section 2

How to Write Good Commercial English Letters

In writing good Commercial English letters, the following eight requirements are
considered to be a “must”. They are also called the eight “C” s.

1.Clearness (W)

Clearness means

a. One sentence for one meaning only.

b. There must be a logical relationship between relevant sentences. No reversion or
repetition is allowed to appear. »

The underlined words in the following three examples show what are not clear enough
and how they should be changed to get rid of ambiguity.

Example 1

“Fluctuation in the exchange rate after the date of contract signing will be for the
buyer’s account.”

Changed into:

“Any increase or decrease in the exchange rate after the date of contract signing will

be for the buyer’s account. ”

Example 2

“They have also a decided advantage in regard to freight.” (ZRFEA LK)

The word “freight” has different meanings

(a) “freight” charges

(b) cargo

(¢) transportation

So the above sentence should be changed into:

“They have also a decided advantage in regard to freight charges.”

Example 3

“They informed Messrs. Smith and Richardson that they would receive an answer in a
few days. ”

The second “they” is confusing. So, the sentence should be changed into:

“They informed Messrs. Smith and Richardson that the latter would receive an answer
in a few days.”

c. In a simple and direct way.
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Please compare the following two letters telling the same thing.

—Before being simplified (90 words):

Your letter of July 5, in which you informed us that the goods did not arrive on time
and that three of the videorecorders were damaged beyond repair, has been carefully
noted.

It is not necessary for us to tell you how much we regret this matter, and we assure you
that we shall send you three videorecorders of the same kind to replace those damaged in
transit (FEZHI&EF).

Thank you for calling this to our attention and hope we may have your further orders
in the near future. We remain.

Yours faithfully,

—After being simplified (43 words) ;

In your letter of July 5, we were sorry to learn that our shipment did not arrive on
time.

Three videorecorders are being shipped immediately to replace those damaged in
transit.

Thank you for calling this matter to our attention.

Yours faithfully,

Through simplification, the original letter is cut short by 50% of its length. It is more
simple and direct.

2.Conciseness (&%)

Being concise means all the words/sentences and paragraphs in a letter must be clear-
cut and straight forward. So it is with an e-mail or telex or fax.

In order to achieve conciseness, we should pay attention to the following three
aspects. _

(a) Using simple words instead of phrases or senternces.

— “soon” instead of “in the near future”
— “Please” instead of “Will you be kind enough to. ..’
— “now” instead of “at the present moment” etc.
(b) Using simple sentences instead of complex ones.
— “We are pleased to tell you that ..." for

y

“It gives us much pleasure to inform you that...”

— “We will fill your order soonest.” for “We will execute your valued order
expeditiously.”

— “We do not expect prices to rise soon.” for
“We do not anticipate any increase in prices in the near future.”

(c) Avoiding repetition of words in a same sentence.

— “Please quote your best price for your best quality.”

Changed into:
“Please quote your lowest price for your best quality.”
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— “How do you account for the fact that the account is not correct?” Changed
into;
“How do you explain the fact that the account is not correct?”

Being concise does not mean that only simplicity is required in Commercial English
writing. If all sentences in a letter are very simple, the letter will be monotonous (&)
and boring (%4 AR%i#). Sometimes, a better collocation (3#BA2) of long, medium-sized
and short sentences in a paragraph will be desirable (FAJE(AY).

Example

“We regret that you have not yet delivered the garments we ordered a month ago (4
%]). They are now urgently needed (%%]). The customer for whom we ordered the goods
threatens to cancel the order unless he receives them during this month (K 4]). Please
deliver them at once (%%]).

More simplified expressions for reference.

Come to a decision — decide

Express a preference for — prefer

Owing to the fact that

Due to the fact that ... Because ...

For the reason that

At your earliest convenience — soon, promptly

Please advice us — Please let us know

As a matter of fact — in fact

Be in possession of — have

By means of — By

In accordance with your request

Complying with your request ... as requested

In compliance with your request

Dated July 7 — of July 7

3. Correctness (IEf8)

Correctness includes the correctness of forms of writing, of grammar, spelling and of
punctuation, particularly of figures.

In order to be correct, the following four questions should be very carefully
considered:

(a) Is the accuracy of all factual information beyond question?

(b) Are all the statements in strict conformity with policies and decrees (B4 )7

(c) Is the letter free from grammatical errors; spelling errors or misleading

punctuation?
(d) Are the commercial terms correctly used?
—The correct use of words is a very important part of correctness.
For example, Some nouns are only used in singular form, such as

advice ({£4) (except as instructions)
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correspondence (G f5)

information (&4l /%¢#1)

merchandise CHidfh)

literature (&7 4% HIE k&)

dozen (47, #ELHO

Some nouns, such as the names of commodities, are used as collective nouns, not using
the plural form. Such as

aluminiumware (45 /)

bambooware (f743%)

chinaware (M§¥%#%00L)

enamelware (BIREKAR HEZEAIN)

footwear (#E3K)

flatware (fBRA)

hardware (T4 4%01)

glassware (BEHEARL)

ironware (#k#%)

kitchenware (/&5 FHH)

tableware (BH)

Note:

“Ware”, as a collective noun is used in compound words, it means “#l# ", while its
plural form “wares” means commodities (# & ). e.g. He sold his wares cheap. (fth £#
mfREH.)

jewellery/jewelry (BRE%)

confectionary (¥E#)

machinery (PL8§35)

drapery (#ilt)

hosiery (¥3)

perfumery (&7K)

stationery (3CH)

porcelain (&2%)

pottery (Fi#%)

earthware /earthenware (B§#%)

(18 ceramics TEMg & 28 Mnt, shid HE B, M crockery fEM & & MeEt, Wizhin F # %L
Ko)

produce (K7™ #h)

underwear (HA&KE)

furniture (FH)

When relating to quantity, the following expressions should be used:
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a piece (picces) of L

an article (articles) of ... [ piece & article & i¥ N {47,

a kind of ... etc. :

Some other nouns often occur in Plural form in Commercial English. They are:

arrangements (%H . #%&, H T make arrangements fE%HE)

chemicals (¥ 254h)

circumstances ({&)

conditions (1§, &)

contents (%)

customs (MK, XB)

details (48757)

funds (¥E4) 1EA/E “34" Met, A Fund.

exports (i, B exported goods)

imports (#i A, B imported goods)

instructions (#7< . BEFH . @A, WH)

means (FB. %=, LFfEN) fF “FB” #et, REHEHR means. e.g. Is (Are)
there any other means to do it? (X HFEAFHMFEWG?) BE “Ke&” Wi BAR
¥ahinl, e.g.

This company’s means are small. (X[BEABFE“AE )

particulars (FE4H1EM)

(when used in singular number, “particular” means “#¥". “@H")

proceeds (BRI, Wiss . HEaK)

terms (&M, &)

thanks (BE) etc.

The correct use of punctuation is also important in Commercial English.

The following are some examples.

(a) Not using a full-stop after the receiver’s name and address

€.g. China Power Company

Kowloon, Hong Kong
(b) Not using a full-stop after the signature at the end of a letter
e.g. Yours truly,
Stephen Zhang
(¢) A colon is used after the salutation
e.g. “Dear Sirs:” “Gentlemen:”
(cf) “Dear Paul,” “Dear Mother,”

(d) Using a comma to separate an address or a date.

e.g. “No.1751 Fifth Ave, Manhattan, New York” “July 21, 1999”

(e) Some very often seen abbreviations do not have any full-stop after each letter,
such as:

e.g. "USA”



