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Chapter One Essential Elements
of Good English Business Writing

BREESFL S FRELERENER. FH
BEAMEXS TR AT ARE k™A REFAGED
£, BESHEMHE, NTATEHKILES5F
fi. B, HERBE-MLFREKNERER,
BWIE, AHTERFHINNERRT S Py AREDL
FRR, VXIS, FERHSLAETR R,

o, thramteBEAREE, FHERTUF
RIBEE . AR BRI, RIPMBAI R TIL
R

BEMIES (tone) BREYBEEY, —HES
JER (abrupt) WEABRAEIITHHRE, &
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Mgk 323 7= A OB WA BAREE R 5. A
b, EENRNESEENZISIOEY, iR
HRFENREIINT

P 1. BENBESHERAIBRRANEEENRIE.
MBHEZEN, MEFOMBMNBEIREEENE
R (reader-oriented)

MO AL A, B itk 7T BB iy (5128 B0 1% 1R
B, BHith, EERFMRNA . RILHERRS O
BRI, BIRAESN BEREEX T, REH
75, XHtElky, RATRER R S IK R R KO,
WF R

(1) Abrupt Tone (& % #iE4,)

[#]—]We have read your article analyzing the
world market today in the May issue of your
Chamber’s bulletin. Since our marketing division is
perparing a study of the world market as well, we
will need a copy of that article. AT 2 THREZ %
EHRNELHHEAR LK SSERTHHX
E, RMNWHERLELARER T, Bk, &
MNEE-REBEXENEI,

[l —]We are considering expanding buéiness

overseas and need to establish business relations with

you RMEZFRY AL S, FEMRTRL



F—% HHEHEE -3

WHx A,
(2) Polite and reader-oriented Tone (#L
P B EiEA A BNER)

[#1—]We have read with interest your article
analyzing the world market today in the May issue of
your Chamber’s bulletin. Since our marketing
division is preparing a study of the world market as
well, we will appreciate it if you send us a copy of
that article. If without reference to your outstanding
research, our study will not be complete. A1 7% #%
HABHFETERREFNH DI AR L2
MUAERTHHXE, RNGHEBHELETE
By, Hik, wREFHEMN-REHEXE
WHEN, RINKEERM. BEAETEEEAEN
TR, RIWFHEETEE,

[ =] We are considering expanding business
overseas and wish to establish business with you so
that business could be developed to our mutual
benefits. RNEH BT KFEs L &, FLEE5HF
RIVFEXR, UBERNXTHH Z4HBEBE R
B, RN ERAE,

P2 BENZINLEMFEDAI (personal and

friendly) .
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G, MAFEHES, FEREREHRN
this company (& 7]) HZEMAAGEE,
SHRIHEE MiEEMEE, WA 1, we, you#%
Kz AESFEEETES 5K (personal), [FIEX
RERFEY] (friendly) o

(1) Impersonal (R4 & lFe9)

[#1—] Enclosed is a brochure outlining this
company’s goods available for export. R & M E —4&
MEF, BERERAQEATREONF &,

[#1=)In its expansion of business, any useful
suggestions from its clients will be welcomed by this
company. EAAFWLHY EY, REFENHE
747 35 o WA LB R,

(2) Personal (F¥uth)

“5‘]—]\7_\[9 are enclosing a brochure outlining our
company’s goods available for export. 18 15 it -
—ANRTF, HERFRBRARNTHU BN &,

[ =]We will welcome any useful suggestions
from our clients in our expansion of our business. b
KNWLEHT RY, ROEKRAK 8 HENEFA
mH RN,



F—F HHEwEE 5

BERAARY, AITK, PAKBRAE, &
KAKIGRAZFRAIRR . #E Webster’s Guide to Busi-
ness Correspondence ( (FHIAFFR L BELL))
FIRZURF AR K &R, B AR

<> 1. BB AR (stale words)

[B]—]We regret to advise you that we can not
accept your offer. BATE BB F F RN T #
TR R

R A : We are sorry to tell you that we can
not accept your offer.

As per (1R#) your request

M M. As you requested/according to your

request/in accordance with your request.

2. BEMAKHE (long words)
[ ] — Jabove-mentioned policy
BEBA : this policy.
[ 81 =]We acknowledged receipt of your letter.
R K : We have received your letter. (&A1
L ELE I |
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[#1=] Your need has been brought to our
notice.

R B K. We have noted/noticed/seen your
need. (R EFEFRNNEFE)

3. BERREN. TARKIR (stilted

words)

[ #]— }As regards your complaint

NBUA: Let's talk about your complaints.

[#1=]Prior to receipt of your letter of

MMA: before we receive your letter.

[BI=]1{ the plan meets with his approval

M2 . 1f the plan is acceptable to him/If he
accepts the plan 205 At @ & b i1 %)

P4 BERABNYES (repetitive),

[ #— ]Please send us your catalog at once and by
return mail.

[EX #1: Please send us your catalog at once.
FEIAFLRFHFNAF R E X,

[ %] —)Forward on: forward — A~ %t B U i
E: .X :

We have forwarded your complaint on to the

president.
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R H: We have forwarded your complaint to
the president. HMNEERFTHRIFHLT EEHE,

(Z) 2 f(Stiyle)

RS A& MREN, FHBERMNZRE R
B, BE ARMATEIES, MAIFFEEE
(stilted) , HBHAZIE,

P IEIERY (stilted)

[#]—] We have an inquiry about the following
goods received from your goodselves. (your goodselves
£ you # IHR Y %)

(%) —]We trust that the confidence you have
hitherto reposed in us will be contiuned and assure
you that nothing shall be lacking on our part to merit

your favour.

P 2. BAAK (Natural),

[ Bl—]We have received your inquiry about the
following goods. AT E WK B/ R 7 %k F T 7 f¢ 45 oy
wH o

[#1=]We trust that your confidence in us will

be contiuned and assure you that we will make all
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efforts to fulfill your order. &ATHEHRF R F W
FHRWEHETE, BRINRIEBRLN TR F WIT
.98

L <m)%¢a@mra

BHBERSIERTE, B8 —VVEMNE
Bo MEEFEMEGRR, AMUERECHRESH
RIS, BHERNEMSRNER. RARKESR
B ATREZ TR 2k F e, THISIA (FAK
Frf BlE L), WHBRBELNE, LXK,
HR LI {5 BB 4R IR R AR,

Thank you for your gracious invitation to
participate in your secretarial conference on October
19 at Pine Manor. It is thoughtful of you to include
me in your program.

Would you please send along a map showing the
best driving route to your campus, and also mention
the amount of time allotted for my message?

(3% 30 ) RA RN 5 3 & 5 Am 411 10 A1 19
HEFRERFANAXMAELSNSW, BHER
H & WERNEKET o

HHE-—KERNBRERFELNERE, FiEN
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BARGBFHEAHSK,
MERS, TUEHSEENEEEANE
o

| (E) NURIFE (Taciful Expresson)

XFAX T AR E, YR aE & AR
TEA RN BT, BRI WRBE S AR
HIERRT, FARIPERE, REBREEEENITH
"L, VA AMIRETE, FRIPLEEEERR
B, S #ERXXEH#T,

[#)—]Thank you very much for your inviting
me to speak at your annual get-together of your staff
members and friends in the business circle. Much to
my regret, | can not go because at that time I will be
on a business trip in Europe. 3% & &% & £ £
TN —F-—BERATARERELL R AN RS L
Wik, KT, RRMAH, RTER, BOHAEE
RN &2,

[#]=]We thank you very much for your e-mail
of Aug. 13 asking us to execute your order soon and
showing your interest in our products.

We are sorry that we can not fulfill your order on

time because we didn’t realize how our products are



