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Fundamentals of Business English

1.1

Basic Principles

1.1.1

Correctness and Completeness

b

1.1. 2

Clearness and Conciseness

b

b A



’ hY o
b o b
1) H 1)
o b )
b
o s ) about,
approximately ,probably ,maybe .

1.1.3

Consideration and Courtesy

b ’

You-Attitude ,

H s Good, Cool,
Excellent, Great, Terrific, Fabulous. Fantastic

H ’ °

1.2
Appropriate Words



1.

2.1 N

Choosing Brief and Common Words

b

:“Little men use big words;big men use little words. ”

Cogitate
Conjecture
Consummate
Prioritize
Increment
Nominal
Obviate
Ameliorate
Proclivity

Transpire

b

give (make,have ...

o

b

GRE

b b

N

think

think

finish

rank

increase

little

make unnecessary
improve

tendency

happen

)

GRE

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

o

2. We'll investigate the problem.

o

b



perform an investigation of

make an acquisition
file an application
have a discussion
render an adjustment
hold an investigation
effect a liquidation
achieve a reconciliation
take into consideration

provide assistance

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.

b

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.

investigate

b

acquire .
apply

discuss

adjust

investigate

liquidate .
reconcile

consider

assist



N

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

1.2.2

Avoiding Clichés

now
for

if
soon
before  eeeens
regularly

for

about ,concerning
think

after cesene

because

until

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.

1. Your letter of the 7th has been received and contents

duly noted.

Thank you for your letter dated the 7th.
7 o
2. Please be advised that you can take delivery on
July 9.

You can take delivery on July 9.
7 9 o
3. This is to inform you that we can do in compliance

with your request.

We can do as you requested.

b o

4. Your kind order for the said matter has been

shipped.
(e ),
Your order for 3,000 Apex cars has been shipped.
3000  Apex .

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

us.



1.

1.

3

3.

Attached is a sample of the cloth No. 21.
21 o

6. Thanking you in advance,I remain.

7.

1

Thank you.

Trusting this will meet with your favor.

It is favorable to you.

o

This will acknowledge receipt of your letter of
September 12.

Thank you for your letter of September 12.
9 12 o
Enclosed herewith is the brochure in which you

expressed an interest.

Enclosed is the brochure you asked for.

o

Effective Sentences

Preferring the Active Voice



