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Fundamentals of Business English

1.1 0000
Basic Principles
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1.1.1 DOOD0OO0OOO
Correctness and Completeness
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1.1.2 O00O00OD0O0O0O
Clearness and Conciseness
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1.1.3 00000 O
Consideration and Courtesy
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00000 You-Attitude DO DD O0DOOOOOOO0O
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0000000000000 O0odOodnd Good,Cool,
Excellent, Great, Terrific. Fabulous, Fantastic 0 O 0 O O
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1.2 UOOO0O
Appropriate Words
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1.2.1 OOOOOOOOO
Choosing Brief and Common Words
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oomooao goboooooOmmo ooa
Cogitate think oo
Conjecture think oo
Consummate finish 00
Prioritize rank oo
Increment increase oo
Nominal little RN
Obviate make unnecessary 00
Ameliorate improve oo
Proclivity tendency oo
Transpire happen oo
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1. We'll perform an investigation of the problem.
ooooooooooooon

2. We'll investigate the problem.
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O00O000000 perform an investigation of 0 O O
O00D0O000000D0OD0O0000 investigate O O O [
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make an acquisition acquire oo0m O

file an application apply oo

have a discussion discuss oo

render an adjustment adjust oo

hold an investigation investigate oo

effect a liquidation liquidate oomooo
achieve a reconciliation reconcile oo

take into consideration consider oo

provide assistance assist oo
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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.
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2. Because the payment by L/C will incur a much higher
cost. it might be beneficial to us both parties to
adopt D/P.
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at the present time

in the case of

in the event that
in the near future

prior to the start of

on a regular basis
for the purpose of
with regard to

be of the opinion that

consequent upon

by virtue of the fact that

until such time as
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now

for

if

soon
before
regularly
for
about,concerning
think
after
because

until

1.2.2 0OO0O0OOOOOO
Avoiding Clichés
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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.
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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.
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1. Your letter of the 7th has been received and contents
duly noted.

ogoooo
Thank you for your letter dated the 7th.
O700000000
. Please be advised that you can take delivery on
July 9.
goooo
You can take delivery on July 9.
oooogd 70 90000
. This is to inform you that we can do in compliance
with your request.
goood
We can do as you requested.
goooooooooooo
4. Your kind order for the said matter has
shipped.
doooooooooooooo

Your order for 3,000 Apex cars has been shipped.
000000 30000 ApexD OO nono

5. Attached hereto is a sample of the cloth No. 21 from
us.
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Attached is a sample of the cloth No. 21.
ooooo 21000000

6. Thanking you in advance,I remain.
goood
Thank you.
ooo
7. Trusting this will meet with your favor.
goooo
It is favorable to you.
gooooa
8. This will acknowledge receipt of your letter of
September 12.
goood
Thank you for your letter of September 12.
og90D120000000
9. Enclosed herewith is the brochure in which you
expressed an interest.
goood
Enclosed is the brochure you asked for.
gooooooooood

1.3 0000
Effective Sentences
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1.3.1] 000D00ODO
Preferring the Active Voice
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1. The administration was completely reorganized by
the president.
oooon
The president  completely  reorganized the
administration.
oodoooooooon

2.30.1 percent has been increased for hardware sales.
ooooo
Hardware sales increased by 30. 1 percent.
oooooooogd 30.1%.

3. A letter should be sent to the customer by you to
inform him of the price change.
ooooo
Please send the customer a letter to inform him of
the price change.
Joodooooooooobooooo

4. The application was approved by the director.
ooooo
The director approved the application.
goooooooon

5. All offices will be inspected by President Wang.
ogoooo
President Wang will inspect all offices.
oooooooooooo
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Advertising is often criticized for its effect on price.
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The damage was caused by exposing the material to

the sunlight.
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The bank made several risky loans in the 1990s.

These loans were written off as “bad debt” in 2000.
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1.3.2 0O0OOOOO
Enriching Sentence Patterns
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1. It’s wise of you to have ordered 100 Champion tennis
racquets which . youll find. will sell fast because of
their good reputation of durability as tests reveal that
they outlast several other racquets which cost over
$ 10 more.
ooooo
Your order for 100 Champion tennis racquets is a
wise decision. You'll find that they sell fast because
of their reputation for durability. In fact,tests reveal
that they outlast several cther racquets costing over
$ 10 more.
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2. 1 attended college. I trained 3 hours a day with the
varsity track team. I worked part-time during the



school year. I worked part-time up to 200 hours each
summer. I worked part-time in order pay to all the
tuition and life expenses. 1 have the same levels of
energetic effort and perseverance. I'd like to offer
them to your company.

ooooo

While attending college full-time .1 trained 3 hours a
day with the varsity track team. Additionally. 1
worked part-time during the school year and up to
200 hours each summer in order to be totally self-
supporting while in college. To your company 1 offer
the same levels of energetic effort and perseverance.
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1. We will survey customers this year to see whether
demand warrants a third store in Shanghai.
goooo
This year, we will survey customers to see whether
demand warrants a third store in Shanghai.

To see whether demand warrants a third store in
Shanghai,we will survey customers this year.
gdooobooouoobouoobouoooboooada
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2. We've successfully remained to be the largest and
best supplier of TV tubes for the past 10 years.



goooo

Successfully . we've remained to be the largest and
best supplier of TV tubes for the past 10 years.

For the past 10 years,we’ve successfully remained to
be the largest and best supplier of TV tubes.
Successfully - for the past 10 years,we’ve remained to
be the largest and best supplier of TV tubes.
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1.4 0O0OOO
Productive Approaches
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1.4.1 0OO0OOO
The Direct Approach
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Dear Ms. Zhang,

Welcome you to Ele-Techo Your impressive achievements



give us every hope that your contributions here will be

substantial and further.

Enclosed is a personnel contract and a booklet—The
Ele-Tech Story. Please examine the terms of the contract
carefully to see if they are the same as we concluded during
our interview. The signed contract is expected to reach us no
later than June 1.

You will report to Mr. Smith,Sales Director,on June 3.

Until then,I wish you great success in your professional life
with Ele-Tech.

Sincerely yours
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1.4.2 000O0ODO
The Indirect Approach
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Dear Mr. Whiteside

Your order for bed sheets with Fabrix is a wise decision.
You'll find that they sell fast because of their reputation for
excellent quality.

All the items you ordered can be supplied from stock except
the two dozen in pink. Stocks of these have been sold out
since we quoted for them and it will be another two months

before fresh supplies arrive.

As you stated in your order that delivery of all items is a
matter of urgency.so 1 suggest you order two dozen more
bed sheets in light blue. identical in design and quality with
those ordered. They are rich-looking and most attractive and
very popular with our other customers. I believe you’ll find

them satisfactory.

We are waiting for your reply. If your confirmation arrives
before May 1.you can see personally the excellency of the
two dozen light blue bed sheets as well as that of your other
orders.

Sincerely
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1.5 0O O
Miscellaneous Fundamentals
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1.5.1 0oO0O0
Capitalization
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The order was canceled. When? Why?
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The spokesman said. “We expect a settlement within

the next few weeks. "

oooo0uobooooooboooooan

.0000o0ooooooooooonon

The main question is . Will this program benefit

consumers in any way?
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Remember ; The customer is always right.
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We need to take an inventory of the following equip-
ment
1. Computers
2. Printers

3. Scanners
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I think Hoffman’s first name is Frederick.
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Mabel Kirk . Doctor of Philosophy -spoke at the con-
ference. He obtained a master of philosophy degree at
the age of 17.
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Has former President Nelson met Vice President
Tang Kai?
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My employer is Kingsoft Corporation of New York.
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O0MOooood the DODOODODOODODODOOOO

Both Ms. Lawson and I are members of the Finance

Department .but she is not a member of our board of

directors.
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The Company U0 COOODOOODOOOOOOOO theO
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The Company has agreed to accept the bid after the

board has discussed the issue.
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My company is located at 56 Riverside Street

Chengdu,Sichuan.
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The West is experiencing an economic depression.
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Enclosed is a booklet Upway History.
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goooono
I have studied computer programming including
FORTRAN Programming ,C** Programming.
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On Saturday February 3 they held a seminar about
the Information Age and the twenty-first century.
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The Kodak film is popular with customers.
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18. Invoice,Grade,Model D OO O00OOOOOOOOO
000000000000 size,line, page, paragraph O
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I want to order some shirts in size 5 of Model 2000-
31.
gooo 2000-3100 50000
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Abbreviations
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1.00000 Mr. Mrs. Ms..Dr. DOQOO0OO0QOO0O0O
00000000 MissOOODOODOOOOOQOODOO

Mr. Zhang and Miss Li have submitted their
reports.
0ooooooooooooon

2.0 00 0O O O Brothers, Company. Corporation.,
Incorporated.Limited 0 0 0 0O 0O O O Bros..Co. .Corp. .
Inc. . Id. OODODOO0OODODOOODOODOOOOO
0ooooooDoooooooooo

The Company authorizes Wang Bros. to negotiate
the contract.



