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Preface

Ri% % & (Business English) fE % % 7] f % 3% iE (English For Specific
Purpose) HI—/Mr X#FRHELIRETT — R E T H MR R+ BRE TS 1k
71, REREELUASTFREFEEL BN TERRATUFEELAANIESR, 84
RS FIEL LM NTPNLETIE . EANRSFHEEERRES K (HSREBESHE) &
RUNFTEFRFRAENER , WARR IR 75 J0E S 1R 8025 I S0 8% 7 s,
HIBREBUE T RLA BEE, (B TEIEEE KPR .

(—) HRE=

RHIIEBIE, 1ERNRR LA UKL R SRR T, REFS
LR — R ERESFEEL R — TR LERE, MARAREETERN—4
Hrlo MIHEBRBIFSRESENMENEE, MEES ., BHEEESEZMUMESE, 2
HAERTEITHERE (ESP) Wing, BRI, WRMINZRRIESH I F G,
MUERBA TR, THEREAMBES . REEFENS, &%
RIBEEEAMUREE (ST) MERE, MARBKIE (TT) k&S, LR EHE
MR, FRESSHNMRLLE, EREERANAAESRHERMESWESY, &
F#&M (Word-for-Word) HREFRTICRBMIFLRBIEEFTAE, TEAAENN]
MEEHEIRI R FEESERTMET IBMEIE. MHEFENS, F%EHs%E
(EGP) Lk, 7 “Hig EIHFEARF, LEPEFE K" (Hutchinson et al, 1987;
53) . BFEEEEBMANEAILLHEEESHEMETWINALE LY, TiHiE
HUAEIRR BA X R R R B R RR B i

PEPFIES XM ERERERE S EEEEEGERNTIERE, LETHA
MRS A% LA R AR FN 25 5 48 b SRR i B2 X FE . BB
MG E, BOREE RDUE IS B RS —E B s AR R 3B TR 5 Bk
FHAREL, BR, “LEiliEEEd S iEENE ESHET” (Whitel985. 29), it
RUFIELIETETHESNBIBENSHMET S, SR EA EmiREs
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CIESHSEUE. i, AT M ANE ML R ET A R 55 A AR g
T —AERAT (Needs Analysis) HITAZ, 454 HC ZHRMBIERFRIBELE
MY RS, RET XA (BEFEIESE) . LTI, HMHELH
Business Writing in English fiiidE English for Business Writing B ¥£3¢f# /1 LASRZE3E 77
A TR, LB EA R

(Z) xB&EH

MBS 5 RS A W R, T I MEBMME Y, AHH1 36 &,
HFEBRBPRRENER, TESFEVHNARENE, FTFEEY%Y, —F—8, —&
—JE . A, —i—%, ERYEERIES ERA IERRYE, AT EM A AA K
B HIE BN — AR, R\EARBEM AR D ATRRBEN LIRS, R
FEESERL.

WA “EEZSR”, TERERSIRPLEYRNEERB#ETIRES, 8-
BN REATAT, B CBEEGR, XN BAENEANEMER; I R
&7, IRRZK W%, TREEINEBFELTIHHATESES A0 HBR;
W, “BotialiE”, RN BEBERHEXRE, ETHSREXHOEMRMNES;
IV, “zzdma”, LIS B ETE SR E R 45 2B SR AR, T HIRART A
HIE S W BT RS V. BIEBERT, BERUBFENFELABENER, H
RRBRFEEOMRL, TMNEHIFREMARKEEIMUR L ; VI “SHEWE",
H ORI RIS B 45 JE B 1R sh AR A AR R EL AR 5], A B BRI B T ER IR R TR
Ak, RUSFIES ZA0iE FIERE; VI “BYEER”, fi BALEMiSRIBEEIFES, PX
WEAERZEFZH (Word-for-Word) FIARE “Xf4%"

(=) FIHZE

RIFFiR% S B S BB ENRE, FER%RE, BERECRRENRE, A
B T3 R T S M 9 PP SCOCAS 5 T 3 P SO SO RS B S BB B A R
FARMEFAERAS UL R/ THIERSIR, A, BURNIZEREL%TX]
HELIREMSE C RS SRR N8B LR R =R ?

RATEILEE XSS T S RS, ABKNHRERIER I EFRXAE
R —FAWESE S . BHHRFRERATR RN, ABASEAFERZNOREE
B, EHERARES S, FAEMZERGAERY, HRMEERHS, REHEET
RIS “BEZR” WHEXETAS. BT “BEER", EMBIASNEME; T
“WRAE, EMFEIABY, XELBZRESDBRPEE-FTE, FMUEF
FRARK, BAMTRSEH. REES; T “B0iaiE", BEREMHATEBE
BT HEAS UM SEET S XU KATREENARRE; NT “48
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AR, BREEBEFEHCEIPUBREZEHCAEAE, AGREFTHWABCH
KR, LB TARRKI AL (Internalization) g4+ Ja TAE o 932 Al B WAk d 4 %
F BT, MERRAAEEMERE MBS, 7T LAE 2R A B0 B B A 2%
KBFEME RN TERLABEMB

BARERE=A . Bk, NAARBEE, FEEFFEDUER XA Z R
BESCFR AR TR —1AMR (root) W] AMTA i 2 /AR L7 A iR ixX
e B RS T 5 RV A R A S 2R 7 A e P e TR 0 B3 4 U B B iR) s TR B IR A L L 2
WA LASR B 45 JiE R Z B B & I IARIE? SR % k58 B TR IR E T
375, Bl B T U R AR A AL BRI . SRR, —PRHSR A 2 HF
RUGREM WBIRFRIBR, FELE, EAEITHRRENHSOEEEFIEERTERE
FR KRB RSO, ERAREANIES AR, WEX B S, ATRAmES £ IIAR
EENG, Han, $HB article XA, AT B MR L EFABIERE T H
“IrEE, AT HFE N, MEARSIGESUR S XE /I, KK Fo B
HOEIESE, BN 3] H MR BRA AR ILAE B  RBEZ&  (nodes and paths) #4
BRI L, BT RS BB S | &2 ) 3 0 BT AE & AR R R I B R AR AE A R IR P 45
H, AT T8, BHER I EMEER RERIAICE, BEARILRAER R
BEFIR R, MRS . MR BRI S B O k3Rik . ik, FR¥EA
ZH A R R ZEDURUR IR, T AS 2 187 58 /N R] B

HW, WaEREE, BYER— e DUE F) i Qo Al & HoAH B A 35 A 1/ 157
) — LB AT R4 ) = [ A P FE 5K 2R INfAT #E VR B AR AR DA B ? - Ny AR 9
FIR T B AR B A SRR AR WAl & BRI IR i LUE D 3 SR IK )
TE il A THRIA RIRN B ENGEREENRESH, TER A S HFEREER
7 SHFREVATFHTST, BERRAUIZE (Audio-lingual Method) X4 — BT
CEAMABTREWIEEIE, UTRANES, BTSN, SRR %
(Mechanical Drilling) ——1if (Reciting) T % M P 45 ( Comprehension )
i (Application) A, WHEIBEEEPREABEIHEAREESTEIEL
1k, BBIRANIR—R ZRFILBAN AN EKN . MF-ITESRE, RAEETEARSE
X, AREFAPTFL R RNE AT ACRR, X BB R o K B BB 1 ) ST AT & T TR AL
WA ARG, XRAE B XWEFING T RARTFESWERFMAE, HNARLETE T
M. RAMTIES LEA LI “RE” W “RA” . BHit, §FEEEEEIL
, SRIASCERMEIR N AR R+ BN, RS REN, ARRFEIANIES
FRRER | M MR A VER, RORKE S E ISR o 020 B35 10 il 2815 15 R
HRAX, B—RMARRKESRAES, BEdAERNETREA, THREBERLS
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MBS MRS EMER TS, 7EMERE AT sES T 5 Ve I R i e B AT I ds
FBIE, Bk, BYRERFRRER U FREBEFRARMAE, FARRKIRIL,
FAARKIESS, BESH¥FIWTHMARRFECZEBRS, ZEEREIERTR
RIGNAEREST o

BE, NBEHRS5RENS, ETAGRINLEELSFENBEN B S Ml ARE
R%kiRPRBRENE . S5 REFMEEEQTEBRITM (self-assessment) FilfF]
Rl (peer-assessment), RXPETFRIFE. WFEREFERZEIEH#HTENFH, &
FBRERBNNG, BEEERE, EERSETEES. W BER—TEZEES, XE
—FpE I PE, X EHRIPEES S5HEMABRRREEIRAN G K, FEIFEE
BAMGHE, FIKFEFBK, HREEMLEE DL, 2ETNEEERBCEE
BT AR, ABMEIMC M. FHREE, NMHEREL. BERIARBENE
ZIMEE R FTRIEFNERE, 2GME—MEENMEL., REASRE—FEEN, &
WRESLEF, R AN ERRIESNBRANAEZ, WA NS A B—F AL 8
B, MALAEFPHBEERRESBRESEANAREEMEE LBRESEMH
BN KRB TS, (HRAMERRE,

(M) FEHR

RERBEEENERARES LN ETREZ —, HEEHEMZANAT R, B
SEBTHEEW KIFAENEEREN, NESP KM, BFRESERTER—%
KL AR SRS, ERBUTANAFILNRBESWEMEENINRLFER,
i B AAEER BA SRR AR B KM ik, B, B—NEEER. B
FEE . WEMESRELRPRATRRSBEARRARENENLER, B4=RRE
HRHIREER, EARRZEENHEENE, BEARSAENHRESASMHHER

O i M FREER RSN T E, REERWAHAXEEMHERF. X TFx
BEMBFILERFE, AR RERLENE, BAZEIERHIH B EHRRS
ERRRR, 7ELRBRERNE MANTE S EA R A R SR R BE s X FIiB A B 55 1Y
A, MESRR N 58 R EEBRER /- IR AL 5 2850, DMETEIRALI SR nsR i A i et H RE
R BB E, WRAREREPAAEF, EOMNKREREM, HFRIEREE. [
%, BN, BESTEATFEERANER, RSENER EREHEPHERE.

WFXA (FEHHEEBE) #6, BRARBREMMAXHEE, EHRET
HEES], THERREHR FTZEYHRHEAH L, Fh ST RARSE, EHAEIm
BAEHMES | EWME. —HE, ERFEEBREEMTFEST T/E, ERELKALR
HEBBENFBORLHASIEMBERN; A—HE, MNFEEIE, ATUERHRMART
W4 Fn % o i A 5 5 R B 3CEML , SRR 3E Fuc&R s AU (Rl BB~ B SR B 2 iR R
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PE. fEMIBCER Word XA PPT 47 1H®, @ FIAEMALEAE (Multi-media) #
IRWMAMHIE, FEZMZRAEASAZMER S . YA ERENEIR, %
A E A T A Al ST VEBUR X . BUAS E 26 [) et 7 2l & A D BB . X RE,
ARG ROV IR, BENMRESABE. BHHHEIEE EH%+ Multi-media iy
A ATT AR Ui AR T X T A B B3R A SRS Sh AT AR IR B T R A B R A B
#. RE. FAEVSETTESER, B9HRE AR 2 4 78 SR AT 3 h BUS 9 B
RMFIEREE, HAEWHESFERISLA.

ETEAENBERBIEEL, TUEEERFZTHR MRS word SCAHER 3 #E1T
aritig. A Multi-media, AMEMEFHMF2ES 5 S EMITE, TEEFHITYY
PEAT W RN B M AT AT AR . BUMAT UGB SR AL R R MG B, REHDE
HEMMERRET K, XTSI FFELEERESER, AHTMITHE—SREES
NFGEST . LMBBCEARIE—AIF hH], HOMATLIRG Ex M FRRIL ., H6. ZHl. 5
Ul KilG% 5 XNEH AR FRIBRF, EWHER AR KR, e EEUR
BEATFESHARBIR . EERESE BIFRIFER, sEREEML, BFEIEE.
WRIE, 5 THEZ, BT, EARSEERY. TS LEFNEXEEIHES
R T o BN ZRIME T —FEMERR, W EERIRA 31T, KBIFA R
KRR, LFERE, EHFEERRE, M TN E g E R — KR, X
R—KER, WM, EXLBRPSEREEER.

TEHRBER, ROZLAEFRFERRFENRS AL, HEEEARF B R
RARFEMBEETE, HEAE. 3. . 5. BOEADEEINE, HERESE
HIBERORE T LU E (R4 5 5 —Th Rk, ESSERPIBIREHEE, DB/EREH#D
B, DO AL, @ SRR S A IS S TR R M R A M RS BB
s, NEESEREFAEHERE (creative writing) %2 B %,

(H) FatRE

BOPXT 2 A RAERPPHIARE BRI E . SREMEMPEN: . A5 E FEHREE
FEIXAA, HXERER. T8, SHERERIBRREN . ARIESRARRNAE
K, AR, EIRFE GRS RETER, i, R “HHFR”, SH
develop/explore/open up %&—RFIiAl, METR]REME FHb 22— R 5@, i
PRI B SR B R B R 25 4R R, X — AR ZESEPRAM Tl 45 ¥4 R B B 4 1 A Wl TR o LA 4
RHESR . EiFRYIS A4 ERICRAEL , SO F, RABES H SIS
BB, BTSSR AR P A B RV . WSR2 4 43t 5 — Bk A T
FERARFRRZMERETR, EEN WA TR BFN%EISR, SR mhEx
R, WANTEERESRE ., EXRHEETES, £ RO FMEFSEHITIM
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o NBSHREENAERE, SREERIMBEIIESHEL, 7EEHRETHO®E
HHIEED, BEMENBEER,

M AL FIVEE, L Word SUARTE 2 1A 3 % AT LUK 244 30 43 B s B 1
3] RR AR . REINEHR B 5 BUMH#E B4R (appropriateness)
IERE . “IBE HFEARIZ R FFIEEHENNRES, BERENREFMAIME
FERE— S TSR P L0 A) FRORE S 7 B AR BB ) TR AL | B E ARENCS
R, FEFEEE S AT iE A, FAEMURERMES, “28” K
HTFEEAZSINER, WEFREERRERDFRENITAIE R, A S EEH
W B AT How are you? #JL 4 E 4% — Ry [E1% Fine. Thank you, and you? By#
EHER A, R (adaptability) #8155 & BB vT L B AR R 4918 5 T B H1E
HRENES, UREWEXHWTRE, BsHAEREIGES . RoAMMREAD
BB, S ABITRRPRIERAM A TIES X —FE,

LA TR RS RIEB (B8R R, FEBFEMARRIREESTER
RS HEBEEHENFRRMAIE, BSESESFEPRRE . Mk, BFEESE
UKEHEHEIFMH, ARENEN, EAFE, RETAEERRE . 2% WA AU, ]
LM BIGEARE R, REMEVERT. XX “E5E" NEMmZE, AN
B4 EMBNERESTE, XRIEEFHFELEZBESERW—FED,
EHR—EME, EdBREEINREIRERR, FERHEGEURERAEMER, ZB
DAETURNE, MEEAESERXMERAE, FEERL, BESEBEEMEERHRERE
AR EEBEREN T IES AW AETBARANAUS ZH? EXMEET, 8
PREAE RS A B W BAE 5 ST L B i i 2, th R EBIR A AVEME R &4 TF,
VISR IR 5515 MR B RE I ARG R

I, MYEH RS IEE SRR R A RS S mfEsR, FELPRAb R
TAES, A HLS 5T BB A HEH i — VNS IR T T AR . AT, T 2R
BIFEP A LR, EEFEN—FZEMABAFHRERBE, W FRFINESEMHE KM
) RN AT B B R AT R HE R A T RS U R BIRBIES MW B R, K&
HISCUERFZEIERA T 18 5 AU A BA R ST AR S B R I MERR T . BB Hd ik
U E F1E 5 AR LR AT Uk DA BOR AR AT R ZE PR, FERI S B B R HE P # S
AHIRF TR Gy, 7ESCERIPE A RORBI BT SR A . & RBFEUR LS (E% 6
J15R A B PR

BB RN REFESIERFNRA, RSB ENEFSRES, BTN
LA ERRERE. UEHFAEMERFRMES, REEZHIIRBEERS], LIERN %
SJEWTE . MNBUBIEFKF. NEERRTRKRE, NBRKEL I TIEFELIEK
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LE1EE
Learning Business Writing in English

iy = S kiR Main Points

. 4

L

1. What is business English?

Generally speaking, English can be divided into two different categories, English for
General Purpose (EGP) and English for Specific Purpose (ESP). Business English
is an important branch of ESP as business English is English especially related to
international trade, the exchange of capital, goods, and services across international
borders or territories. Therefore, business English has its own outstanding features in
both learning and teaching. Business English focuses on vocabulary and topics used
in the world of business including trade, finance, and the language and skills needed
for typical business communication such as presentations, negotiations, meetings,
small talks, socializing, correspondence, report writing, and so on.

2. What is English for business writing?

Business English is the use of the English language to make profits and save costs in
the process of doing business and it is one way to use English for this purpose. In
some ways, all writing in English is similar, following the same basic rules, such as
the rules of grammar and syntax. But business writing has only one purpose and one
purpose only, making money. In ordinary writing, the meaning and significance of
what is written is of primary importance; in business writing, only the result counts.
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o
Since business English is designed and used only to make profits and avoid losses,
a basic principle in business English must be the clear understanding of your purpose
in writing anything. And that writing is work, something you do to make money. What
you write is a product or service, called a work product. This means you must bear in
mind all of the time what your purpose is in constructing any written work product and
how you expect what you write and the way you write it to result in increasing income
and decreasing costs.

3. How can you learn English for business writing well?

To learn business writing well and grasp the tactics in applied writing, you need to
have a general idea of the layout of the whole course and then carry out a scientific
way of learning step by step.

First, do a careful study of the basic theory on writing; second, recite the business
sayings in part two. These business sayings have been proved to be very useful in
business negotiations; third, read the core words and expressions very carefully and
try to find the changing forms and different meanings used in different sentences;
fourth, recite the typical sentences and do your best to write in different ways; finally,
be active in classroom discussion and always do your homework actively.

. B5:&F Business Sayings )

Money is the best passport. 44k 2 B IFHEATiE

All things are difficult before they are easy. FEHEME S .

Rome is not built in a day. WKGE=RIE—HZ%E,

Like author, like book. 3rfmE A,

Teaching others teaches yourself. #2EMK

A man may lead a horse to the water, but he cannot make the horse drink. A B]Z

LEKH, BITRDHRAE,

o0k W
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. #z:>i7]iEF Core Words and Phrases%;e

application £ # & ' resumes A& Fi

potential customers # & % 7 fill out 345

written materials 4 & 414} proposals 24

writing strategy 5 4 % ‘ interactive Z.3)

persuasion .k attract attention 3] & % iz

fair prices #hr#s i ) business letters # Jk1z &
vocabulary 14 jC ‘ punctuation #x & 4 %

spelling #1335 grammatical mistakes & sk 4%i2
misleading i % : business transaction % %
making profit 3 #] sales department 4% 4 45
submit £ % '

G ..o,

IV. &817)5K Typical Sentences )

- BAER—FIARE, XRFX, MERALBARIES RS, BEEERS T
PR, REEEFEEHNBUAHS M HRHTEE, BRAERE R/
—HERA G,

The truth is that writing is a talent and only a few people are privileged with it, but
it can also be learned and anyone can be almost as creative as a writer with inborn
talent if one pays attention to certain rules and thinks in an organized manner.
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Statistics show that poor business correspondence can have a detrimental effect
on your business as people and companies view poor business letters as a
reflection on a company’s overall ability.
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There are documents required by government that the company must fill out and
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submit. There are also written materials that go to potential customers, old clients,
and other companies, such as advertising, marketing surveys, emails, forms
such as order forms, etc.
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Writing strategy, simply put, is a design to help you win against the competition. It
is an important skill and essential to useful business writing whatever the kind of
work product you are making. This is a huge difference between business writing
and ordinary writing in English!
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Content, on the other hand, depends on your judgment, experience, knowledge,
attitude or mood, and choice of reader — you write for a reader. Writing is
interactive and how you create a relationship between you and your reader is part
of the art of writing.
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Persuasion is generally on two levels: persuade the reader to do something and
persuade the reader not to do something else; as business writing is always
competitive in nature and business writing is measured exclusively in terms of
financial results, the standards are objective.
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To understand business English you must understand the important factors in
business: a) attracting and holding attention, b) acting friendly and ¢) providing

__a wide range of customer services along with good quality products as well as fair
prices.
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Since most writers have problems with only particular types of spelling, grammar,
or punctuation errors, you should read through your final drafts carefully, looking



