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Chapter 1
Criteria of Business Writing

R

W% 1. Language Style of Business Writing 43 S{EHIRNUE

4 4 (0 1 Bl K AR T A 5% 1 22 B D 5 90 20 0% 0 B 8+ BT R R 45 0 i A 4
FHPEAE T — 2 S . 22 47150 FH A R D) K R L B SCH8 1Y AN I L. R 95 I SCHE BRI A5 /) ik 7 v B
T 8 BOE A A5 5 B AN AL 5 R g B A RS 0 AR R 55 Y i X B AL S i S i 23 ke
B EEMYAES .

P55 B AR HIAA T B, AN R — D ARISEE S ERE ST . SERE AL fd BT IR 55 (4 4
MM T 4 (o (A () 25 R PR B T e DA 0 BRAR R 55 I 7K o 3 95 BT 28 A B AR A S B
HEB T AR 5 5 TS Z2 (P bR, DA T 2R 5 45 45 1 SC 4445 PR 2 R 8 &) SO 4555 7 45 3C
TR WA 3 75 5 AR AL S 8 XUR %38 15 I8, o S [R] AR S 95 ST B A AR [ (9 75 AU » L R
B AR » B0 T R A5 TR R EE AR R R AR RS IR

LA N A RN I -

a. If the contract can’t be fulfilled in time, what should we do? | think we should punish the Party
who is responsible for the delay.

b. Any delay of completion of the construction work will impose the responsible Party one percent fine
of the total cost per week.

14 a 3@ T B AR BRTE S RS AR, 4] b A4 B A3 4 X 7S E f v, [RRE )RR
] LA ] 4 Uk SR 35 T TR ) — A R K DU R [ 9 5 5K

Please find enclosed documents regarding the project for your perusal. Your verbal analysis is

Old-fashioned . )
required at the meeting scheduled for next Friday.

A report on the project is attached for your review. We would appreciate hearing your

Formal _ . )
observations at next Friday’s meeting.
) Please review the attached report. We look forward to hearing your comments at next Friday’s
Semiformal )
meeting.
Informal Here is the report. Let us know what you think at Friday’s meeting.

B T 5 — Rl i 9 Fak LAS , ot = FB R, BA IR 2 43 B B A R AR LR B 3 1 AT
X5 R SRIAN [R] 649 54 AU

FRATTX B A APHE IS AE S R FRATXF ZAFI A DG B A ORI SR KA R . [6]
B 1E RSO IE 2 SRS R BT 91 75 SRR TR — SR U - 1E 3SR Fp AR AT AR AN LA
% s A R TE 5 AR, WA TERT 55 38 b PE 7 A BT 5 C A ARTAIR A 1EX T . 41
. B AR 22 A\ AE RS P 4 S L ARRIT , 2R RIAE & SR R TR b 2 T HE W A IE
M B FATAT L RBHEA R 567 205 XA T T .
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Section One . Introduction ik
£ | Contract(5Ja]) ; Annual reports(4FJEE$; 45 ) ; Technical reports($ A Hi45) ; Formal minutes(iF =
orma
2L R
Semiformal Letters(f5 BRI ; Memos(£5 5:51% ) s Reports($i 45 s Writing upward (5 %5 |- #])
Informal Letters( to longtime associates) ; Memos (£ /5% ) ; E-mail messages(Hi, 1)

4%, 2. Tone of Business Writing B3 E{FANES

TEPA R 55 AT B AR I DR AR S04 5 5500 5 (B0 IE A R 1 3 209 (0 BR T i
V)i A A S o B G SR AR R 2 £ L 0 0 R e 1) ST K T ORI A AR IS A £
JEBARMUA S S 452 A ARRAT ST TR 25 R B A 75 22 B R () 0 4 55, SR 4R 1
AR R RN X 1) BT 14 5 5

FLREORUE A 38 A M) 3k B0 A WA H A a2 FHAR 24 1 A SCAS T A TR S AR X A 7 55
PR OCTERREE T IF A A AR A B3 AR A 5 B A A o T8 2 A TP IR 55 AR T H 5 38
FEAEHE B ICH BB E 1 vh  BREATE i DR () B S0 A5 0 A A LA 9 3t R 53 A9 18 < BE AN RE B
KRN RZ R WA REEIEA 7 2 ICH

Poor writing

Good writing

Your computer’s guarantee is up, so you must pay for
it to be fixed.

Your computer’s guarantee has ended, so

unfortunately you must bear the cost of any repairs.

This problem would not have happened if you had
operated it properly.

The problem may be resolved by following the
directions in the handbook.

We cannot do anything about your problem.

Unfortunately, we are unable to help you on this
occasion.

| am writing to complain because | was unhappy with
the way | was treated in your store today.

| was most unhappy with the standard of service |
received in your store today.

AR EARFRA AR5 B BErT DU MmE At o] DURBHE A FL RS U1 IER S S8R
AL 2R L o SR AN B T B 2ACR o T LA S R AAR S PR 28 T 1 7 B e PR A IR G B S i F R o TR,

B R AE AL 3k — AN AR BB A 55 4 3k 50 (o FH 3 A% 39030, 78 4 no, we do not, | refuse, stop,
cannot, loss, failure, problem, | am not prepared to X #f 4315 , 5 3 76 1F 1 19 57 3 b 91 LA o ALK
1 B LB Y O 2R L i, G SR TRV RE A 2 SR i R A Cpossitive) FT % i) (negative) 77 =
AR AT LARIR ok , S BB FH AR i 238 =X il

Negative

Positive

We cannot supply in packs of less than 20.

To keep packaging costs down and to help our
customers save on postage costs, we supply in packs
of 20 or more.

You will not qualify for our discount rate until your order
exceeds $ 300 a month.

You will qualify for our discount rate as long as your
order exceeds $ 300 a month.

We can not release the names of our clients.

Releasing the names of our clients would violate their
privacy.

We are withholding your shipment until we receive the
payment.

We will deliver your order to you as soon as the
payment is received.

We apologize for this mistake.

We appreciate your calling this matter to our attention.

There can be no exceptions to this policy.

This policy must apply equally and fairly to everyone.
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QNSRRI B A T St PTG A e B R B AR B ok 55 AL IR TR S R B R L e an, FRATT AT LA
U

If you need any further information, please do not hesitate to contact me.

If there is anything | can do for you, please do not hesitate to contact me.

T AT A AVER AR SEAT , VIS8 ST 7 o B BT T 1), 3R Al 5 0o figp o i) A0 S8 A 28R
W ?

Poor writing Good writing

You didn’t read the operating instruction for the new | To enjoy the full benefits of the new machine, you
machine carefully. should follow the operation instruction carefully.

You failed to send your order to us before the new | Unfortunately, we did not receive your order before the
prices were introduced. new prices were introduced.

In your June 12 order, you neglected to specify the | Just let me know the color of the shoes you prefer, and
color of the shoes you require. 1”1l send the materials immediately.

You obviously ignore our request that you return the ;
We did request that you return the report by EMS.
sample by EMS.

K, PL T RIRIEAE R 555 1E 2kt e -
You failed to. . .

We must insist. . .

You should not expect to. . .

Your refusal to co-operate. . .

You have ignored. . .

This is not our fault. . .

| can assure you. . .
R 55 A VR R AR5 1R A R T R A, X — S b 22 BT 2 R 55 B AE b s il T i iE AT
Sy R Y S 2R LA

Poor writing Good writing
You may call me at. .. Please call me at. ..
We shall allow you to. . . We shall be glad to have you. . .
In an establishment as large as ours, we seldom. . . Please notice that it is not our common practice to. . .

3. Criteria of Business Writing ARSI E

% BV M 1E 2, — 2208 LA F J5 0« Correctness(#E ) | Clarity (35 ) . Courtesy (L g5
Conciseness(fij i) ,

Correctness( R ) : 7545 3T LIE A A VB XU AR AN 55 14 45 T FEAE , HEAf JC 1R 2 H B E h i
TS U e REA Y ATE XM RS AR L IR A M (AR S PEE FE R X T R % 8 15 R 1
F R A ASTT 2D 4, PRI 25 BN MR » 0 2 X O P A R A B8 4 AR T S 30— Jr & Br i 2k . BR
T A5 G Ml IR 55 ARIE SN 7 55 ARTE B B A9 18] L b SR B R AR A AL S, R R
HUE FHUESS 19505 DL R B LS 1) & U 7 th— S B HER TG IR .
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Section One  Introduction ik
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My research report in business communication took a long
time to prepare. And turned out badly. (Fragment)

My research report in business communication took a
long time to prepare and then turned out badly.

Employees want to keep their jobs they will work hard
for promotion. (Run-on sentences)

Employees want to keep their jobs. They will work hard
for promotion.

Profits were down in 2008, the Board blamed the

recession. (Comma splice)

Profits were down in 2008. The Board blamed the

recession.

Clarity (7B ) : 155 5 1R H xR R WU BA 2 5 08 1) 2 0T LA 2240 1 LA A 2K

g i kS G S U 3] e O AR A AR K

BT — R RE BRI

hE [ARE SR AN REEGEH U3 BN A 5T AR, T 136 B ELAR A A% b £ /0, FH AR R 8% 173, 6 AR
SE5 A VA AR B SR G R A — 2K TR & X T R A L B L B AR
BORAF I I A G S NGB R AR IR ” 8 A R % B R A AT REAS 1k — %t 1
FHEARIECH 4% some Fil a large quantity, I EAR AR EAR 2 in the future, FEAA 11T 55488 your
order, ZE4%

AT LA A F
. Thank you for your letter of 12 May about your visit to Shanghai. (Good writing)
. Thank you for your last letter about your visit. (Poor writing)
You will receive your full $2,489.23 by Oct. 20th. (Good writing)
You will receive your refund check soon. (Poor writing)
The 300 computers you ordered on 18th July will be delivered on the 15th Sep. (Good writing)
. We will deliver your things soon. (Poor writing)

Courtesy (L3 ) : WASAHFLARALBLI LA FETE , M2 Fxd 7, YFox SCHALSE. Bl n , Wi 20 %t 7
K BRI I RUPRES T 28 5, 6 SEE M1 BTS2 AN AL SR B9 A5 0P 7R 55 V) 3 2 3 ST P45 {4 A 0 T i
hZ b8P LARE 55 5 AR 165 E R AR AL BES BLSCAR K B WL IE Bt i PR

a. Thank you for your prompt delivery. However, we found the computers are not of the model we

o® oo o

ordered. (Good writing)

b. You obviously made a big mistake by sending us the wrong goods. (Poor writing)

a. I’m planning a trip to China in February and would like to meet you to discuss opening a branch in
Shanghai. (Good writing)

b. I’m planning a trip to China in February and have to meet you to discuss opening a branch in

Shanghai. (Poor writing)

Conciseness( BB ) : Bk A5 bR 2 S FF R IE IR bl 55 111 5 1, HA B S 19 E A o £ S 28 1 5 X
LiIX — F AR RIT , ANEW K TC o BB A LA S oI F2 8805 AN MR AL PRI AE . A ) 46, FE
— T T o 1) X6 7 i L e A A 1 28 XoF D f 3A) m) s A R AN BB R T ], sl R S
T MR U T R AF BRTESR W R & T BT PR IR AW o WA, S Rp 15 R o 1) G 28 2 %0 T
GRELR B, WA ZIURE RN B 5 A RLAK PR RE AL DT B TR ST S S8R O L AR BT AR B — 38
FHERE VLS IR AW, LU B S 2 %3 R 500 T 1935 55 SO RB A R 5 48 5 5 ARl s AU ity i
(8] o PELRUEAR B 58 8 L M T SR ALSR AT EE T, 282 dk bk e (P46 755 T0HS L T A ] JE Y 23k, 1T A
R S5 ok RA .
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a. Your invoice has now been outstanding for 100 days. (Good writing)

b. It has come to our attention that your invoice has now been outstanding for 100 days. (Poor

writing)
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a. Thank you for your remittance of May 21 for $4,500. (Good writing)
b. We have your remittance of May 21 in the amount of $ 4,500, and wish at this time to thank you

for it. (Poor writing)

XFF R 55 A5 0 S 1E  ROZ A FH RS A 3 88 B9E A, AR RE— R B A KUK . R o TH i g 2 A
B IEX SRR EREER” @7 H X TT K = IR 0 K S SOAR RS B AR
TV B I IR TR . T X B 780 1Tk i BT I AR 20 B 3 S N T 3k L ) i
KA A BRI Bt 38 7 ARREHEA A5 b A WP AS 4 2 b 7
Dear Sir or Madam,

We have received your letter dated 10 Sep 2008.

We are extremely distressed to learn that an error was made pertaining to your esteemed order.
Please be informed that the cause of your complaint has been investigated and it actually appears that
the error occurred in our packing section and it was not discerned before this order was dispatched to

your good self.

Arrangements have been made for a repeat order to be dispatched to you immediately and this
should leave our warehouse later today. It is our sincere hope that you will have no cause for further
complaint with this replacement order.

Once again we offer humblest apologies for the unnecessary inconvenience that you have been
caused in this instance.

Please find enclosed herewith a copy of our new catalogue for your reference and perusal.

Kindly contact the undersigned if you require any further clarifications.

Very truly yours,
P &M Company

1713 TAT 3K 5475 D) 5 B ] 7 L 3R GK T T
Dear Mr. Wang
YOUR ORDER NUMBER TH 4932
Thank you for your letter of Sep 10.
| am very sorry to hear about the mistake made with your order. | have looked into this and found
that the mistake happened in the packing section. Unfortunately it was not discovered before the goods

were sent to you.
I have arranged for a repeat order to be sent to you today, and | hope this meets your requirements.
Once again, please accept my apologies for the inconvenience caused.
I enclosed a copy of our new catalogue and | hope you find it interesting.
Please give me a call soon on 84569231 if you have any questions.

Yours sincerely

i, 4. Common Problems in Business Writing i3 E/EdE aYal=R
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Section One

Old fashioned

Modern

The terms of the contract are not clear to me. Please
advise.

Please explain paragraph 2 on page 6 of the contract.

Attached herewith is the information you requested.

Here is the information you requested.

The contract enclosed herewith requires your signature
before it can be executed and should be directed to the
undersigned.

Please sign the contract enclosed and return it to me.

AN H R IR Y %

Old fashioned Modern
a large number of many
in the majority of cases usually
in a sufficient number enough
at the present time now
a majority of most
bring to a conclusion conclude
few in number few
in this day and age today
in the event of if
in the course of during/while
for the purpose of explaining to explain
in addition to the fact that additionally
in the not-too-distant future soon

v EEERATKHRIEATN

“K|ISS” }Emu

—Keep It Short and Simple J& 45 # 55 55 1 8- i 3 FH A JFL0 K 8] | 1 A i K
AR Bk HOAESE S IR . 7 1 45 D1 5 1 v BRI o P i) R B K v L (R A T A
B W ST I 3 3R SV 0 H A B 78l A - B B3R 22 S A5, T DA A ] o B AR S A T

Y] R SOAS A R AEHER) (AL IR T SR E BRI B,

ANEEL :

HEL

Arrangements have been made for a repeat order to be
dispatched to you immediately.

| have arranged for a repeat order to be sent to you
today.

We are in receipt of your letter of 12 June.

Thank you for your letter of 12 June.

Enclosed herewith you will find. . .

| enclose. . .

In view of the fact that the goods were damaged upon
arrival, we feel inclined to demand a refund.

As the goods were damaged on arrival, we think we
should have a refund.

Please be good enough to advise me what will happen
in the event of a delay.

Please let me know what will happen if there is a
delay.

P 17 35 1% A A0 S 28 PR AR s A )

ANEER B

advise, inform tell

alleviate lessen, ease
ameliorate improve
anticipate expect

as per your request as you requested
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