: LJVV . GRS L Y
EEASFIMERESESE
HER R AR AR RS B RS0

x4 EZAE

S HEESIF
(=17

Business English
ertmg (Third Edition)

B R

@j ﬁ#?ﬂffﬂ&k#&ilﬁ‘ﬁ:




AN N
@ 51 A AR 46 384 22 B L 3k

SBEH E Lk

RS EGHE
(% =)

Business English Writing

(Third Edition)

R R

XHANEE T 58 oy Ko AL
FE . b



EHERSE (CIP) XRE

FSEIESE | MRmE. —3 . —Iba:
X ANETE R oy KA kL, 2021.6

B AR R Y AR} S 45 DR RV ZBOb

ISBN 978-7-5663-2288-3

[. O 1. O 1. OF%S-EiE-5/E-5
EHEER-HM V. OF7
o E A B R CIP £tz (2021) 58 124824 5

MERESE =m0

Business English Writing (Third Edition)
MR RE

EEmLE: R4

BnIBiRiE: M

HIREAT: WMD) K5 R MREL4AS: 100029

o Hke JEATIRIHXCER AR 10 5 BRI LG : 010 — 64492338

] 3. www.uibep.com RATIBHAE: 010—64492342
FIRMLE: www.uibepresources.com E-mail: uibep@126.com

AT 185mm X 260mm Bl Wl =i S R A
B ks 1775 W ke 2021 4F 6 AALEEE 3R
¥ #4110 TF BP W 2021 4F 6 A& 1 IKEAI
ISBN 978-7-5663-2288-3 E o e 56.00 70




“BIEIRR R EARL 55 J6i S AR BH
Go% &

ISE
E5dE (MG FHA G KF)

RMBESER (BBKEXAR)
Ik (AR T AF)
FLEE (LAMEKRE)
ikE ()7 FewFER)
ANEF (GHEFAHKFE)
HFE ()T HMEF )
H O #(ErUERF)
B (1) 4 EEAF)
AL ()7 RANBEA T AF)
ek (LR ILEL2ITA4RER)
BB (WIEIT¥E)



RG]

A ARIVEN R E X PR A S L IR ER . 2014 F0H0h, 5K 55 Be AT SCHE ]
ORI B IR T 22l 5l S EIEAR RS AR R R, R HE
2. VeS| EET R, 51T AR AR N AR R e A A Y,
HIPOEE

B 2016 FAENK, AT 293 Frm=FBERIT i 1SS REAR L, K UL
J& T R AARIGERT o (78 55 D1 L L AR R [ Kb ) B ELRE AT . A B HAHR
YEAIMER JHT i, 1E M 2 N AR RS 55 S 1 T b AN 22 ARl 22

AREHM BA LU TRt
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“RISICEEMT RESIIE LM EEETREZ —. MEBEHRERY], (F5RiE
FAE) HhE 2009 F H AR 2017 SRR LK, 15 2I30E 8 1T K0 STR AT R4
I BB, 52 3 P & SR A ORI AE A A o e B e S5 0 B - 18
Mms 2, AR O . PRED S TIHRME B EORAHIES Sk, 2R & HE K
XD R T EIINA, BATREEHE R S ER R ) (FSRIEEE GE=RO).

MR (FSSEIEEME G RO) MBITITIN G, 4145 35 BN AR £E,
FFaARMSIOE T ARERE, —H %8, 8 - AESRMEAEN, ’BE
FRTURAT R 2 A R T 0T 4 2 ) B AN i, A DR U] 5 B3 B B2 TR A R AT O 2
RO MY (ESIEESIE GERO) KBTI, XA AER S,
F 2] (R FIGEEIE) EATES . B LR AR AT H 2 M2 % . WA
TSN TR, AMEA BT RIS AN R SE55, 1 HA BT 8IHF G 55 9515 (BEC).
WEFRAEN R LA R E W, KIESE & 7 AT DA B R RE T

BRIk, RS ARG L, (RISIEEME CGE=R0) HRSEMERER TR
XOE G AR A A 2T T R, R B TIAESS 1 ARG B AN 1P
SOBEEE AR, UL E BRI, AT BT T R AR
BICTHNR, U SERE TR IR S NGB i, Ay R RENS S A i WS B
ARFA TR M AA IR 7 2
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VERTE 55 9638 Ll 7 M ) METRFE M, (R4S 08B E/E) —TH 2009 FHh LAk
EAEZ RN, 23] 7 RIMAERRIGE, 193] 7 &5 EE K. i
RIANR LM N A FE IR ER, RATMAE S BRI I, XXM 1) 2 45 G A
Gy WASHAT T IH%E .

ERAE 12 MR8 35 BEAE, B =W BN IES, B L “CTHES
PN PARFEPVIEARNBEFER; 1L “BHRET ", NEALR R, WHEY DI
B E WA T SES HMANREIR: TL “R00miE 7, JEPO0 E BRI CRIE, T/
KUOE MBS V. “@Hn) 37, DADCEERT IR T SR I RS 45 91 31 70 SR At
X B E WA, A TE R T R RS V. CRHEARY, B ANENE
P 5 JE SRS, Wi A ZRIZE 7B ) (Word-for-Word) FUAERE “XF467; VI “E
HEER”, BORVBIBEMINELIMEER B, BEARR T 75, mRigs 75K
Z AR SIEIFMEL ;s VIL “BHg Pl 7, U SCHF e e 7 55 9518 S 1
HAEAE (PR RR LA m) 3, A BB I O IR R AL . A)E . USRS T s FH i RE. 7
W B T ERVEVE B o, I B8 B8 40 008 AR 1 45 il B W BU# I 7R 22, 9 0y ) I
%o 5 ERE

YERAR B3, RPN HE R [FIR, A B RS AR B 2 i
B — R ou i TAE, BkS5RETHETES), M7 58 s 962k 31 DUHENS R 4
1257 2T 3R
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%5 9¢i (Business English) fE A% [ THI& 91 (English for Specific Purpose, fiFk
ESP) ] — 03 SCERHE R ERA T — AL T 5 48O TE 55 Mk ), FRIE & & B i i AH
SIF R S HEIBEL N, B TERRATWITE LI AARETR, &I 55 9005 L #t 3
B MENRMSEIEEZEREZ —1 “BHiEBE” ERmEEFRIKE,
A R FRIRI A A B 45 515 5 VR 0 27 o) SRR AR Tk, RIS 1 RCA B R0k, (Hit
[ii] FE SPNIOE $5

(=) FRE=

5 JB EAE, VERR R LA DL MO b AT 4B Y — Tk e, VI5R 2 i 5%
SEEA AN HE R AEAR SRR ) — 1RO URAE, AR TR —A
Hople AT S EE S EAMEAEY:, T HAER . MSRIEEEZLIEY, 2
KoAEJE TR ITH@IEE (ESP) [Waly, Maiim), WANAINE RGN 77 7 HE, A
ISR BA s A7 SCps 2, T HESR B MR B 5 M. MSEEM S, RS
EEEEAMOGRFE MR, 1HEH G WSIEE, DR KRS R, 2
Z 5 WA X ERAEE RN ARG B bk MiE SRl BFEa)
(Word-for-Word) 3377 TG0 & B BEIL 2 5T A, Sekh Tude )\ T S 1E 4=
B2 7 25 1B SRR I MET A3 I BHIE . SEECE AN S, [F— M A& 9EE (English for
General Purposes, fiif% EGP) #HLt, 7& “H#ig FITANE, LBk 2 7 K" (Hutchinson
et al, 1987: 53). Wi5IHEBIEBINAMEA FLL MBS 5 DRMFE M HMA LKL
5, T B A0A AR R BAT SO PR R & Sl SRR AR I 20 07 k.

HHSE PR S F SO 22 e R A I I S B BAE N EE R E R, mMEFIA
AT FAR] A7k DA S AR B 22 57 I (5 b SR AR B T R 2 SR AE . BRE I 520
MRRAE ], R BEE N PGE 15 ) & e — B I AL 5 FH bR #E % 6 9515 1R AT 78 55 B 1
TS, BN, “ ikl BEE R 2 18 5 %27 (White, 1985: 29). ik
RV, FAFF B G SN NERENSEUEIT MG, B il & R 54 1B dE
BT SHEUE. Jytt, FRATH R AMZE MOV GBS0 A 50 B 45 9838 5 4R iR 1) ik
BT T — A7 KR8 (Needs Analysis) HIHE, 456 H ST 28 RIER &S IESE
MU Shs, WE TIRRAE (FBEEIESIE) Bb.

(2D KPEH

R 5 S AR S A I JE I, 8 T AR 1) I FBOM R, A3 35 =, £F
GrRRIRTEEE M ER, ERSE NS ENM, T8y, — 58, 83—
Ji . —RE—F —F %, RBEREEIOESEBM AL RS, G ERNHE
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R 5 JEIBE EAE I — Be I ARSI B AR, AR TR SN IR AN N R R A o] g8 2 1% 7] )t
RALF NS EF U,

AA5sRiE CNHEAE”, FERPER S LA E W LN ST #7585,
—FE BT, WL BRI, S EARRREARANBEMER; 1L YRS
ZET, NERARZIR, g EF I XNBIFEE S W TS5 ES AR IR: 1L “%
OB TR 7, SO I E A OORE, B TR S5 St E S I BRIV, “ & liva) L7,
DL 6] J ) TR AR B P 55 9 v R R IR, 8 1 AR 07 A R 5 i b i 78
SrIRER ;s V. CBIE SRR, BRI A S EAE R H 8, ABARBR T 1 BT R,
M R8% )G R EFOA R BB VEFFMEARS By VL B RS 7, A SCHf R e it ie v 45
PR SRR AEAE AR B AR 0 R, GBI R AR R IAE . AE . KU R F s H
HoRe; VIL “EAESCE”, MEQNEMER S EESEMES, i@ ERETIEH
(Word-for-Word) [FAEME “ X457,

(=) E3FH*

NIFFUE S 2 R 5 DB SRR g, V12 RSER], BEIOECARREN RN, HA
FIE T8 3 R 1 171 S HBE () SCOCA s TR R SCOCAS T B o 1 IR SCH IO & () ) 1
HARIAFAERMSE, CLAHAWRAE/\TTHE R R A, BIRRMZEF DT> 1X
IV A ERARAT IR R 55 5 A RE 045 2 S i M X 92 =i W 2

BATHIGEE XA ] AT K BRI, AR H R I 2 1 B F XA R
) —FIAYRAIBS T1. B HRRGET I B2 RS 30 R B, AR50 80fd 75 2L R 2= A T AR
WENE. ERBEMINES S FAERZERIOART], AR S, AR5«
I RIZ 2] “RIHEE” MAKETTAR . XIT TS, ZRX A A S HIR i) 2
A T RAL T, EMBIGIHAY, RERE 2 RESN IR IR L T
T4, MUEHTRSRA, HAERTRAEMR. WA T “HLilig”, ZHHEMN
FOF T8 DR PR T AR AR S SORIRS 55 9805 T IR E & 3, AT BEAELE AN R R & 5
T g, BERFEAEEHCEINTLRELZLEREAE, RERETHHBAE
RO, SEELETTHIRAI AL (internalization), A4 G TAEH K12 F B Wi 4m
YT CRIHEAR” Sk, WESRISATREMOL e B EAESS, nT DUIE 24 R B R SR 2R O
P &SRR A SR I A B TR SIS /R H 1

BARBLER =T, E58, WHEREIE, REE—FE DOER SUNAE 2 /b X
HISE SR IR AT EERE? JET[F—1A M (root) BT LARTAR HY 22 /D AN [RIY) SCI0 2 Qi e] Bip ) i
BRI AR T Ji [F) FoAd s 7 IR R 2R 2 GneT FH e g . B 20 5 1 B ] B R SR UK A1), T
], PR S5 S8 RIS Z G 7 W Al ya s F B 1IRE 2 8 1 5 i 3] VB A2
HMET 205, B R A T VAR A DLRRE A ez B . ST, — BRI 4 9 S
BEEARVRE WBERGF SR . F b, AR T TH@IEERN RS eSS AR
BRI SR . EARI A EA IE S J0R, MBS EIBAX 43, a] BUIGR XS &
FIARIEREI G . tetn, I “article” XAMEIN, AATE 5688 3 12 E 3l FH & seB IR 5L T
1) “3CE . eI 7 S, THENR 55 B AU B g CIRIT. R S 1E XM
SHRUESE, R0 ST F AR P BRI M E AR IR BT S A% 42 (nodes and paths) #4 /%,
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FRIA 28 o, BT AR LR 51 5 = 20 ISR O 0 R IS 28 T At A7 AEAH SC AR 2% v
W] AR I 45 il & 5 218 AMBEA B RIRNEE, b 22G MZ i) E 38 1R B A
SONGHRFE, T IRIFE A AR BEMR AT R0 5T A Sk 3Rik . ik, ZRPAESH
T ] PO T L, T AN A2 T B PR N 1] L

HR, WEREZ TR, BAFE R — e DOEG) I W] i 8 FAH R 9515 A 5 (1) 15 2
7] — DB ) N ) 2 TR PN AE 5% 2R ARl E B AR IR JE i 28 AR A0 A5 DR B ? i i
I 2 1 T R e A RS 3 S s A 22 7 a0 ] BER B8 e DU B 9 3
TR FTE? WEE G R AR RN SEINGER TR R RSN, TERE MR
FIEAE XA ? T B F RIS, BORR AT e )I1Z57%  (Audio-lingual Method), X%
— o E S A AT R E MW, DTSN, ARE0E S 45, SCIMH IR I
2% (Mechanical Drilling) ——7 1 (Reciting) ——#f#:#2k (Comprehension) ——A¥
F (Application) FJIIE . 755 9€1H 5 1FE b 58 A 8 2 ST IO RO K1 5 5 > Uk,
F AT — R SRR SN R H B S F— 1B S kdE, RAEETHEAA R,
A REFH P 2 (R R E R AT A B, Xk SR K B AR 3 ) S5 T SR AT L T TR HL
XS, XFAE M EZINSG T AR T8 S KB IRE, WA A 78 55 1)
o RAHHTIE S SCBA BRSSO “ R 1) “ A7, F, RS IIEEESY
FEH, SR SZERVE RS AR R By, s A E U RIRAT, A BB E
TR AE R B I g I E R, SRR AAMEIE ISR . BSTR, 5l gt
EERAMAA, 2—MERHIESHMAES, BdARRNT WA, THES
PERT L 75 WG 5 ARUROS S T, 7R LAl b s xd T 5 AR far H o #E A 1 ST
R AT IR AMEIE . R, 2 R s [F R ) Hh S0 ) 1 BB T AN [E] ) B,
ANFERENE . RAA R ESSE . LESS )% e H A [ 3 S m IS, 208
B IR AR R 1 RGN AL g

BJa, MRS E5RENR, BT a8 omke, FRWBEMNE DFAR
WA AR R B O . S5 R PG R EARE BRI (self-assessment) A [F] 3E
PPl (peer-assessment), FRXTHA)FEIBE. 75515 0S5 A 22 00 SIPE AT EWVPH), AFE1E
EREINE, EELEHE, BEERSEETEESE. W —IEEES, & —F
FoIle . XM EH BRI RS SIS AR e T s T, S I M T B
ol 2 ARG R, TR SN LA . AR VRO SR BR B CR 1 BT
AN BIRIE, AReMB A A, FHREMR, MG RS 0. R K IR B EAE Z T
ME K THRENERR IS, AR —MEe ImiEd . BIEAR S —FEe)), EiRaE
S, R A R RIS U S AN A 2, XA N Bt N AL B — b A O PR R AR
T IS AR % v BT B VE B S PR AT 55 R G 5 T AU I RAE SRR Rt 20 5 B IR JI K
RS, (HIRAMERIRE.

(M) #EFERT

P2 G SRR N A EE Tl £ R —, HEZEHEMSCHEA S e, &
ZAFR) TR RINAER = EEM. M ESP BIALA, &S EIES/ERETHR KM
SR SAESAENIRE, ZRBUTA R AL R IE1E F DR+ RSN S 45, T
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0 WSEESHE (E=HD

H AT AR B A B0 R R B IS B R B 20k, B, B—MSEL. B
Fn W UEFMESIEE S P W e R B A R A BB ER, BEARBAS
BHOURE R, BB Z IRBE IO B E, B N AR R SR SR a3 .

HOWE SRR A R 0 TR, SRS R TR X AR B R . X TR
BERHECAILR R4, TR KSR, IR BRI H IS EIR R G K
DU AR, TE SE BR300 4 78 ST VEPDRL T AE AR e B s 0T D B Ak A8 o 7 55 1) 2
A, LSRR D 56 BRSE BB A AR AR 2 2R 0ERE,  DUETE SR Ak U 2R dan A\ (1 25t L R g
IRBIMAI A TR, WERARERS I KLEFE, EAOMNIZILIL, FFRIERE. Ak,
B ST AT RIERE IR, RIGTEIEAR FIRA I — DMt .

XFIRA (S EESIE) 200, BIRJISRIE R Z RN HSCHISIE, BT
THEE], T H el Re i T2 T AR d £, JEE i) S X T IRAER AL, (AR 1 2
A HIRE S ERIWI R . —J7 T, WA EEMR A M ) TAE, R R bR It
fEEhEI B F BRSNS R H Y A —J7H, XF2ESIE, v DLk HCR A fE 7R
R A A 55 07 20 A MR, SRR AR U A Y i @ ST B A R B TR
S FHBCE R Word SCACHT PPT AT UHE, (8T IWAERIH 2 844 (multi-media) #E47 22 A
BHE. AR MAASARMER LS. | O I EFRAERR R, 4B
Bt N STPEBOR MR BURHED IR, A Rkt f kAR R U R . IXFE, 222E
DS KON, BEERIRORE A N . B IOESEECE Z BRI NTT LA
1T A TR T 1) FL BN B R o 15 35 30 AT AR B2 o ik R (1155 D e 2 SR P B0 R 3R
A BAF S HOMPHPETEA,  REUS AR EDW RS I 2 A2 75 15 TS 3 o BRI BRI A TE 1R
L P N ol < B )

2T BAESE R, T DLZ 8 BOR [F A 150 R A8 Word SCANBEIR B 3147 45
Britit. A28k, AMEMETFIHARFE S G VEehe, 1 BAE T800 435347 0 8
H RSP ATAT e SR . BUM ] DL BRI A R S48 ot = 0L, 2805 A Ot 2 A
ERIA T BHEA R SHAEERIES A, R — DR EmES NHE .
MBS A I F—R) ], #Omar DUR 7 (i 2k, . SHl. 30, RilhsE
77 EH AT IEST, G R R AR AR R G, DR AT
BAMAFSIR . FHAEREGME R R E R, R L, FREE. WTRHA,
G Tz, BOm. FAMEEES. N2 B AEXFEA A Sk, £
AN ) Z [ g T — R MER R, AR REIRR AT, A BA 3L RIS 3t
AP AN R R R o T2 EAE A A R 2 — R aR, X — IR,
DRITT, RSB 2 5 R AAR .

TEHLHEERT, MAZ DR FR AR KT E MG A O, FFEBEAR R
KRBT, F%A. U 5 5. BFREADEE RS, HEiss5E
22RO AR AT DU RS VR AR B () B —ThRE . S IR R EE 5 4E, IS ERSE D
B, LAOBRREI Ak, I UM AL 5 2 A B AR S A I s S A X 1 45 iR S 4
FNE, T R IEBE 5 IR0 PE S 1E  (creative writing) (802 H bx o
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() Tkt

BT A EAE VAR R B AIE . SRR M. vl {5 B R B R 1R
TIHRSCNE, k3 B, o, ZRMELRIREAREM . ANEES KA K4
X, AERAFE R, ARIASF ) A R AT ik . Flan, R3] “THigFR”, Sl
develop/explore/open up 55— R F[1)iA], AMARTREMIA T H bz —FFJafii i . PRaEyEN]
BRI BE B [FRP R, X — RUPE SE R AR SO 55 VA 1R B A 12 [ 5 R T I R B R s T
FOR . HRRNZMER ARSI BSOS |, R BIRE S B SR R R
A, R SEIL R R R B R DT U . O SR A A R — AR ) A A
ROTREZ MRE T, R EWAR TR R 05 2300, ERE AR R,
WAR T ERE Sl ENRAE TR, EF RO EMERL TR0,
MBS HHRAENAERE, SRGEGIMEIMEESMHE, EEH&E Nl ORER T
WHEF, IEEMIEREEE .

BOMxT F ANV PP, B Word SCASTE 22 AR 2503 T LUK 2 AR (350 70 B0 1R 505 VR 25
ARG YIRS REPTRHREE I G, ZiE 5 R0 (appropriateness)
PAIVPIE . “15 5 BUFANZ AR IR 2] H IEME A IRe /), 8 BB R R IR A TE 7E 5
— AT B X )RR T FUMIE I AR B ) R iR AR R AT
X B & XA I LG A, AT R E A 3, “2i” a4
BEZANERA, TP AEARKER TR BN A . A —ANFMR W 3% 21 kKRS [
AKX How are you? ) JL -4 [El 4t — 1 [8] % Fine. Thank you, and you? [MJHH{EF & . iR
P (adaptability) #5185 5 18 HE Be N AT Rk £ A [ 5 5 T H s g rk s, DS
LR, EEHEFREIOES .. Ao AR EE CrEE. 5T
ZPRIERFIH 718 51X — Rk

DL A 5 SR AEBN S 55 JE SRS A, 77 205 BRI SGEE S R A2
P 25 JETE BAR A I B ARUE . B STEE BIEHCF g bk, IAEE . B PRE AR 550
DA AT EI, AR ENER, ERAFE, AZRTHRMB. %3G N6, H
ZAM A BEAEAEORGE, REAMRET AT . RN “ARSIE” E R E, AT
FIL A R SE AT ST O, X R S5 2k MR AEE ST U — M . (E1R
—IREE, B2 REEAEANA LS A R, W2 RS A R R, 2 BT
VUK, BRI IES M ERAE . AEEL, fEBEEAEEHHEAEENIA
A w2 W BRI E S SMANBMBARANY G 2 ? FERXFGIE T, #EEE
AMELR XS 2 AR T T B BT 2% 58 S DL AF R 28, R AE BN A AP I 264 T, D)3k
IR 5515 R B8 S RE ) A 042

DRI, YA A 7 45 1B S AR B R v i AR L R 5% 0 7 I B 3K, 72 SEBRAMN A
TAEH, G5 o] e A Bk ) — AN/ INET R T 5 EEAE MG, RAT LT ek
[l o LS, LA — T MG AR R BRI R . % T 7 9% 9515 5 /R 1 i
RG] OB AT & BE IR AT, IR AR AT R R DUS B AGRIE S RN B 1, K
N SSUEA FOUE R 78 S AU A B ST DR S RIS TRV . AL S TRIVE S
VAN 2 T4 5 R 2R (0 W U vk DL R SR RIRAT B AE BRis, R 45 1R 5 AR B AR
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A MR ) DY RCRIAS i, B S B PO S AR ROR IR 45 kA . & SR DL A I S 1R 4%
A oA S B AR

FFRER IR B S ICE SRR M. ERSIOESERNACEERE Y, B
O AR IERE . S OISR R AR RS, R ARSI B CE 751, DU N A
SIEMFTE. MBULLAEF KT WFAERRFERKE, NFARRE I TR LK
T HE, BRI, R, WSIRIRSE .. RS RN
), EES AP R RRHASGEHRERGEIENT . Ui 2. 5 IY0HE S H e i
DL BRI H RR LR A R BT I 25, IRAEEIS AN O BA PR, WiR— 7 A A AR R AT RE 2 11
BEBHINS, B FAER WA, 55— J7 T S AR =7 55 9515 R H Ae
R EIR, ZFEHARELRE AR, ko] DA R B a2 .

TER o B B R A T, 18] SCAT LA o8 e, A) 2 UAT DA e8I A2, BAER)
R RO X S SRR A ST 8, AR AR S AR Sh . Xl & ZEAE W]
i H B A H AR ETIR T, X 85 98054 A B 1T R 9815 A AR FURFAE I LA D 5248,
EER BB I

XTI B R, BAETORE R FE . AT RS e
f (yangxiaobinhello@163.com) #2H F ov & WAITEE 7 %!

AREM A 20T B BRI FEL A BRI, SRBINHEE S (ARG IE R
VLD

w A
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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.

1
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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. 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.
5 2 5 Business Sayings

HRRAZE A TSRS R IESESBKRY, FIRATRREEEREN.
1. All things are difficult before they are easy. JJ HJeHE 5 Z)

2. Rome is not built in a day. /Kif = RIE—H 2 3E,

3. Like author, like book. CUnH: A .

4. Teaching others teaches yourself. Z{2=AHK .



