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Basic Principles @ 2 YN

FE SR EA TR 25 SCH T » 7 G LA ZEA ) «

1.1 Correctness and Completeness

NEERTE

PIAHER SE 8, R4 T IE A A 35, e L ST RIS B R 4
X757 XBERRE S TAAERAMLNIEET RS . MRKEERE
Tl 22 X5 » N 25 AR [BI FIRE 15 > o AR SR BETE 7K P8 i 35 , L
YR 5 IR IR S ARG S

B 3 I 15 BN HERR . A I, — DAV IR S S BUEE
KoM T EEEMDIT A S KR, THEYZRNERRE
BV R HITE B A A KRR, IB BT, R B
WA KA, NE R HEE KR,

RIS B Xt I R BRI SE R . A UERy &5 TAEEETHM 1
BEATICHLNS , FIEAME 285 58, BB 2 vt 4, Ak — YO
AT AT R B2, G R BER LB TR A el . BB, AT I
FYBRWLHT » B X T ZESS U 15 B TR B BR , X AMEA F Tk 55 1A
JF I s i BA B F AN R AR LR

.2 Clearness and Conciseness

FORTERE » BRI BRATEAN AR E B BOR. A LRy
%5 TAE# B LN B C BSEEKF-5 ST AR AR KIS, 6 A RETC
A AREERE, PR S A FIOUKR S0 . IXRUR R T 3 EALR .
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PO, SR RIS S B E BB AN Ty . R
i, R R PR R A A SER IR LE A B R AR 3], 1
E . BOEA TR, MERA FRERSEEL. AL, &
U NB TR BRI B KA 2, Rk anz Tyl . B AEK
K, AR NERETBE.

TERE R AR T AR 7Y 55 BRI AT, ol S N e BE R IR . X
WP W K M BCHE, B FTORE MUK . A AT A about,
approximately, probably. maybe %],

.3 Consideration and Courtesy #&ERIFHRE

TERT 55 AP AR o 07 2 A O AR 5 VB 2 A 1) 3o D iR B
A 5t AN 2K A% SR

FRATAE R A 7Sk 8 9 PR A0 30 3 S 5 P R DDA

Choosing Brief and Common Words
ZHAEE. ERfR

SR 45 TAEH EEE KA, %48 T A2 GRE HIL, {E A
1720 T —AHL . 8% GRE HLAE H ¥ 30 W AR %5148 A H
(. e, AR S K A C WRE S Rm ik A5
., EFHIRY X 4 —8 K ANHA K. “Little men use big
words; big men use little words.”

AR ZERE T 3 AR A0 A Ao, S AHBEARE , fkdm e o 2 ik o )X
R S v L H AR .




PN A fe3 ¥ W P 1A DUERR

Cogitate think * &
Conjecture think # )&
Consummate finish TR
Prioritize rank HeA
Increment increase ¥ J
Nominal little Y iF
Obviate make unnecessary Heg
Ameliorate improve &
Proclivity tendency 1 %)
Transpire happen KA

5 b, B v B — 4 Bl 1A ek R Ak T A R A T, O S
give (make, have...) IIZ%EhiA M &I RER . BB R~
¥

1. We'll perform an investigation of the problem.

BT A P M BATRAE

2. We'll investigate the problem.

EMERAE XA FAY,

55—/ B PY A4 837 perform an investigation of 7 ik #
{25 J8L, 7555 — A v — A LR investigate $EA8 T, BT ASE — /A HU2S
—AfRi i WIER ERE . B —R BITA /.

JTK KRR AWnERE  DUEER
make an acquisition acquire Fit AT

file an application apply ¥ i

have a discussion discuss it

render an adjustment adjust R E

hold an investigation investigate AL

effect a liquidation liquidate FH ERAE
achieve a reconciliation reconcile P fE

take into consideration consider * &




provide assistance assist # Bh
&, N TR A EE S DU A B I, R
BNHE AT

1. Due to the fact that the payment by L/C will incur a much
higher cost, it might be beneficial to us both parties to
adopt D/P.
KR REF XA R E, B RAHEA S, ETIHER,
KT # R T KT R xE EATR A ARA T AL

2. Because the payment by L/C will incur a much higher cost,
it might be beneficial to us both parties to adopt Dy Pt
B A 4E R XAtk % A &3 5, AR AR ET X

T 4 2 F AT F FRA FF AL
LA H 55— BBl AR, T2 AT . AR

EB AR RRE faI3 . BRIFRE DERR
at the present time now WA

in the case of for *F T

in the event that if R

in the near future soon A

prior to the start of before qEroseen Z A
on a regular basis regularly ZH

for the purpose of for AT

with regard to about, concerning xF

be of the opinion that think kA
consequent upon after b LLLD Z 5
by virtue of the fact that  because B A

until such time as until a3

2.2 Avoiding Clichés 2% FRRIAHA
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SRR Z AL, AT E A — B IEIE R B R —Fh AL, i
V7 AR SAEIEIE Y BRI VR . A AP 07 A,
TEAS I i BB S, BB Z R i —Fp R, Bk, B 55 T
VEZAEXT A SE TR , BRI T RO R ) SUAE 2 57
V5 R A SR — XA
Clichés in Business Communication
We beg to advise and wish to state
That yours has arrived of recent date.
We have it before us, its contents noted.
Herewith enclosed, the prices we quoted.
Regarding the matter, and due to the fact
That up until now your order we’ve lacked,
We hope you will not delay it unduly
And beg to remain yours very faithfully.
D330 TR 2 » 430 b AR ) K A 8 R SRR A 7 g At
PET RIS I XA RBR
EI R R AT 125 5 22 W) T R B A 4 T X 28
1. Your letter of the 7th has been received and contents duly
noted.
BIFE
Thank you for your letter dated the 7th .
7 5 REKE,
2. Please be advised that you can take delivery on July 9.
B E
You can take delivery on July 9.
RFTALET A9 BRK,
3. This is to inform you that we can do in compliance with

your request.

BB 5

~ s -



We can do as you requested.

R 75 89 &R, BAT T AR Ik
. Your kind order for the said matter has been shipped.

B v 24 R Bl e ee0)

Your order for 3,000 Apex cars has been shipped.

PR 75 BT 3T &9 3 000 4% Apex A F EAtiz,
. Attached hereto is a sample of the cloth No. 21 from us.

B E

Attached is a sample of the cloth No.21.

MR E R 5 21 5 A AR
. Thanking you in advance, I remain.

BIFS

Thank you.

At
. Trusting this will meet with your favor.

B E

It is favorable to you.

AR A, .
. This will acknowledge receipt of your letter of September 12.

BFE AL

Thank you for your letter of September 12.

%9 A 12 Fak&.
. Enclosed herewith is the brochure in which you expressed

an interest.

B E L

Enclosed is the brochure you asked for.

WAL % 1 PR A o R AT




