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Chapter 1

General Principles
of Business 
Writing
Every business message is designed to achieve a specific business objective. Its success depends on what it says and to what extend it induces a favorable response from the reader. Broadly speaking, the functions of a business message may be said: 1) to inform, 2) to influence, and 3) to entertain. What you write should be free from grammatical blemishes, and also free from the slightest possibility of being misunderstood. There are certain essential qualities of business messages, which can be summed up in the seven Cs, i.e. 1) Courtesy, 2) Conciseness, 3) Clarity, 4) Completeness, 5) Correctness, 6) Concreteness, and 7) Consideration. 
每个商务文件都要达到特定的目的，成功与否取决于文件的内容和读者的反应。总的说来，商务文件的功能是：告知、说服及提议。商务写作应当避免语法错误和误解，要求具备七要素：礼貌、简洁、清晰、完整、正确、具体和周到。

I. Courtesy

Courtesy plays an important role in business correspondence. So it is necessary to avoid hurting expression and you should select some polite and tactful words, such as would, could, may, please, thank you, etc. 
礼貌在商务活动中起着重要作用，商务人员必须注意避免使用伤害性言辞，而应使用一些客气委婉的词语，如would，could，may，please，thank you等。
For example:

1) Thank you for your letter of March 4, 2022.

2) Please let us know at once if you need some other information.

Compare the following examples:

1) We allow you to get a 20% discount.

Better: You can enjoy a discount of 20%.

2) We request early reply.

Better: We appreciate your early reply.

II. Conciseness

Conciseness means to write the fewest useful words without losing essential elements. Effective writing is concise about each word, sentence, and paragraph. The elimination of wordy business jargon can make a letter cleaner and at the same time more concise. Paperwork can be clearer, easier and more attractive to read by careful paragraphing. A paragraph for each point is a good rule. 
简洁是指使用精练的词语却不丧失写作的基本要素。避免使用啰唆的行话有助于信件表达得清晰和简明。段落的精心组织会使一封信读起来简单明了、清晰易懂、更吸引人。遵循一个段落只讲一个问题的原则很有必要。
Compare the following examples:

1) We wish to acknowledge receipt of your letter dated August 15 with the check for U.S. $ 5,000 enclosed and wish to thank you for the same.

Better: We appreciate your letter of August 15 and the enclosed check for U.S. $ 5,000.

2) You may peruse the contract and find the solution.

Better: You may read the contract and find the solution.

3) Thank you for writing us for information about our new delivery service. We have been in business for six months, and our customers are already finding the service is dependable and economical. A brochure giving complete details about our service is enclosed. Please call us at 123-4567 should you have additional questions.

Better: A brochure giving complete details of our new delivery service is enclosed. Thank you for requesting this information. Should you have additional questions, please call us at 123-4567.

4) In regard to your letter of March 25, we cannot find a record of your order for rug shampoo. We are very sorry. We have searched all of our files to no avail. Would you please send us a copy of your original order? And when we receive it, we’ll rush it to you by special delivery. Again, we regret this error.

Better: As we are unable to find the record of your order for rug shampoo, would you please send us a copy of your original order? As soon as we receive it, we will rush the order to you by special delivery. We hope that this will be satisfactory.

III. Clarity

Clarity tells the readers exactly what they want to know, using short, simple, familiar words and sentences rather than long, complex and difficult ones. 
清晰是指使用简短、通俗易懂的词语而非冗长而复杂的词语来准确无误地传达信息。
Compare the following examples:

1) I am writing to apply for admission for sole agency of your company.
Better: I am writing to apply for admission for sole agency for a period of one year for the household appliance of your company.

2) Today we shipped your order of April 15, and you should be receiving it next week, but since you are a new customer, I want you to know that we allow an additional discount of 3% if you make your payment within 16 days.

Better: Your order of April 15 was shipped today and should arrive next week. As a new customer, you will receive an additional 3% discount, for payment completed within 16 days.

3) I regret to report that a severe winter storm closed our factory and disrupted the delivery of two critical components, making your shipment two weeks late, but we have now received all the necessary parts and our crew is working overtime to put production back on schedule.

Better: I am sorry to report that your shipment will be two weeks late. The winter storm that closed our factory also delayed the delivery of two critical components. However, we now have all the necessary parts and expect to be back on schedule soon.

IV. Completeness

Business writing should include all the necessary information and data. A complate message may bring you hoped-for results, establishment of goodwill. On the contrary, an incomplete one may lead to increased communication costs, loss of valued customers, cost of returning goods, etc. Whether the business writing is complete or not, we may use 5 Ws to check — Who, What, When, Where and Why or How. A message that concludes or can answer the five Ws may be regarded as a complete one. 
商务写作应包括所有必需的信息资料。一条完整的信息能带给你所希望的结果，树立良好的信誉。相反，一条不完整的信息则可能导致沟通成本的增加、重要客户的流失以及退货等。商务英语写作是否完备可以用五个W来进行检验——谁(Who)、什么事(What)、什么时候(When)、什么地点(Where)和为什么(Why)或怎么样(How)。一条包含了五个W的信息才是完整的。

For example: I am writing to complain a sweater I purchased from your department store in Bedford Road, London, on Friday 3th June, 2022.

V. Correctness

Correct grammar, punctuation and spelling are basically required in business writing. In addition, correctness means choosing proper expression, and using accurate information and data. 
正确的语法、标点符号和单词拼写是商务英语写作的基本要求。此外，准确性还包括选择恰当的语言和使用准确的信息资料。
Compare the following examples:

1) Anyone can learn to type.

Better: Any one of us can learn to type.

2) Everyone is practicing comparison shopping.

Better: Every one of us is practicing comparison shopping.

3) The L/C must reach us not later than 8 October for arranging shipment.

Better: The L/C must reach us for arranging shipment not later than 8 October.

4) They bought a bicycle in a small shop in Beijing which costs U.S. $ 25.00.

Better: They bought a bicycle for U.S. $ 25.00 in a small shop in Beijing.

5) He was warned not to drink water even in a restaurant which had not been boiled.

Better: He was warned not to drink water which had not been boiled even in a restaurant.

VI. Concreteness

Business writing should be vivid, specific and definite especially when you are making requirements. We should certainly manage to be concrete in business writing, but sometimes we conscientiously avoid some details for civilities. 
商务英语写作要生动、具体、明确，特别是当你向对方提出要求时。在进行商务写作时，我们应尽量具体，但有时他们出会出于礼貌而有意避免面面俱到。
Compare the following examples:
1) We wish to confirm our e-mail yesterday.

Better: We confirm our e-mail of March 29, 2022.

For business writing, it is better to make the dates and codes clear. 

2) We have received with thanks your check. The amount has been placed to your credit.

Better: We have received with thanks your check No. 23 for us U.S. $ 20,000, in payment of our machines. The amount has been placed to your credit.

VII. Consideration

Skillful business writers always take into account their readers’ needs, problems, customs and reactions to the writing and put themselves in the readers’ position. Such thoughtfulness is helpful to building up good interpersonal relations between writers and readers. However, it is better to use your attitude and a tactful way to blame your readers in business writing. In addition, it is necessary to consider the readers’ sex, and level of education, etc. 
熟练的商务公文写作者会事先考虑到读者的需要、问题、习惯以及对文函可能做出的反应，并进行换位思考。这种思考有助于作者与读者建立良好的关系。商务写作宜采用你方态度和委婉的方式归责于对方，还有必要考虑读者的性别和教育程度等。
Compare the following examples:

1) Congratulations to you on your promotion. (your attitude)

2) We want to send our congratulations on your promotion. (our attitude)

3) As mentioned in our June 18 letter to you... (tactful)

4) Obviously you have forgotten what I wrote to you three weeks ago. (blunt)

5) Obviously, you are unaware of our refund policy. (blunt)

【Skill Training Exercises】
I. Answer the following questions.

1. What are the seven Cs in business writing?

2. Do we use complicated words in our paperwork?

3. If paperwork is ruthlessly concise, what impression will it give to the recipient or reader?

4. In what way can paperwork be made clearer, easier and more attractive to read?

II. Compare the following pairs of sentences, choose the better one and state your reason.

1. a. Please call me next week about the details.

b. I’d appreciate a call next week regarding the details. 

2. a. Thank you for your letter of May 16 in which you complained about our service program.

b. After receiving your letter of May 16, I reviewed your concerns about our service department.
3. a. The committee has not yet reached a decision.

b. The committee hasn’t reached a decision yet.

4. a. I cannot attend the strategic planning retreat.

b. I would attend the strategic planning retreat, but then I would miss my son’s graduation.

5. a. I can’t accept your invitation.

b. I wish I could accept your invitation.

6. a. We cannot begin shipping until September 2.

b. We will begin shipping on September 2.

7. a. Your letter was received by us on May 2.

b. I received your letter on May 2.

8. a. We have begun to export our machines to countries abroad.

b. We have begun to export our machines.

9. a. For the amount of U.S. $ 320 you can buy the motor.

b. For U.S. $ 320 you can buy the motor.

10. a. You have won due to the fact that you arrived early.

b. You have won because you arrived early.

III. Rewrite the following sentences to achieve conciseness.

1. Please see that an inquiry is conducted to determine the reason.

2. We express our regret at being unable to fulfill your order on this occasion.

3. Payment of their accounts will be made by Johnson next week.

4. It is on the last day of June that the meeting will be held.

5. We are returning all the merchandise that is defective.

6. In the event that Model 404 is not available, please substitute Model 606.

IV. Rewrite each sentence in order to convey its meaning more courteously.

1. You have made a mistake. You should check the figures again.

2. Your proposal isn’t any good, so we’re not going to accept it.

3. You haven’t paid us yet. You’re late. Send the money right away.

4. You won’t get your order because you didn’t give us the information.

5. We must tell you that we can’t accept your proposal.

6. You claim that there are 3 witnesses to the accident. We need their names and addresses.

7. Thank you in advance for all the help you will give me.

8. Your letter is not clear at all. I can’t understand it.

9. We need the statement by the end of next week.

10. This is to inform you that the goods will not be ready by June 4, and that we will not be able to deliver them until June 8.
Chapter 2
Skills of 
Business 
English Writing
Your first concern in improving the readability of your nonfiction writing is to select the right words. Your writing should use words most closely conveying the meaning of your thoughts. Flowery words and jargon should be avoided, if possible, and say what you have to say simply and clearly.
Just as simple words will aid your writing, simple sentences are easier to read. Generally, more than twenty words in a sentence make reading harder.
To achieve clarity in your writing, you have to be clear and organized about what you want to write. Organization is a key to effective nonfiction writing.
要提高可读性，首先要措辞恰当，还要用最能表达你想法的词汇，要尽可能避免使用华丽的辞藻或专业术语，陈述力求简明扼要。
正如简单的词语有助于提高可读性一样，简单句的使用也更容易让读者轻松阅读。一般说来，单个句子如果含有20个以上的单词，读起来就很费劲。
要想主题鲜明，在商务写作时要精心组织材料，因为布局谋篇是影响写作质量的关键。
I. Selecting words

The right words can communicate best and have correct meanings in readers’ mind. How to select the right words depends on your ability in using language, your knowledge about the readers and your good judgment. 
用词得当可以达到良好的沟通效果，并使读者准确理解作者用意。如何选择恰当的措辞，取决于作者的语言功底、对读者的了解和判断力。
1. Use short and familiar words
Business writers choose short, familiar, and conversational words instead of long, unfamiliar ones. 
商务写作一般宜使用简单、大众化、口语化的词，而不是冗长、生僻的词。
Compare the following examples:

	           Long and Unfamiliar Words .................. Short and Familiar Words 
alleviate  ................................................... lessen, ease

ameliorate  ................................................ improve

anticipate .................................................... expect

ascertain  ................................................... determine, find out

as per your request ...................................... as you requested

cognizant ..................................................... aware

consequence ................................................ result, outcome

despite the fact that ..................................... although

enable  ....................................................... allow, help

endeavor ...................................................... try

eventuality  ................................................ result, outcome

expedite  .................................................... speed up

facilitate  .................................................... help, aid

forward  ..................................................... send

immediately ................................................. now, right away

implement  ................................................. start

initiate .......................................................... start, begin

in order to  .................................................. to
necessitate  ................................................. require 


2. Use appropriate conjunctions

The appropriate use of conjunctions can improve the readability of your nonfiction writing. 

正确使用连词，能够提高你的写作质量和公文的可读性。
Compare the following conjunctions:
	PURPOSE
	FORMAL
	INFORMAL

	comparison
	similarly, in comparison
	again, likewise, still

	time
	eventually, formerly, subsequently
	then, next, after, later, since, while 

	same direction
	furthermore, moreover, in addition
	and, first, second, third, besides, also

	contrast
	however, nevertheless, on the contrary
	but, still, yet, meanwhile, on the other hand




















续表

	PURPOSE
	FORMAL
	INFORMAL

	illustration
	to illustrate, in other words
	for example

	conclusion
	therefore, accordingly, in conclusion
	so, as a result, to sum up, in short

	emphasis
	in any event, to be sure
	of course, naturally, obviously


3. Select words for precise meaning
Effective writing requires better knowledge of language. You will need to study English words carefully, especially the shades of difference in the meanings of similar words, if you want to be a good English writer. Abundant knowledge of language enables you to use words efficiently and accurately. 
写作要求具备较好的语言功底。若要成为一个优秀的商务文函写作者，你就得认真学习英语词汇，特别是含义相近词汇之间的区别。丰富的语言知识有助于你措辞准确。
1) The meaning of a word may vary according to different contexts.
For example:
We’d like to inform you that our counter sample will be sent to you by DHL by the end of this week and please confirm it ASAP so that we can start our mass production. Payment will be made by 100% confirmed, irrevocable Letter of Credit available by sight draft.  
confirm在第一个句子中的意思是“确认”。在第二个句子中，confirmed L/C 应理解为“保兑信用证”。

2) The placement of some certain words such as also, only, too, etc. often affects the meaning of a sentence. Therefore, be careful when using these words.
For example:
I wrote to them only yesterday.

Only I wrote to them yesterday.

I only wrote to them yesterday.

I wrote only to them yesterday.

I also called Jeffrey.

Also, I called Jeffrey.

I called Jeffrey also. 
This letter contains many figures, too.

Too, this letter contains many figures.

This letter, too, contains many figures.

This letter contains too many figures.

3) Some similar words cannot substitute each other.
例如，rebate和discount都有“折扣”的意思，但前者是在你付款后对方退给你部分款项(日常生活中常用它形容“回扣”)，而后者是直接减掉本应付的部分款项(日常生活中常用它形容“打折”)。两个词是有区别的。

4) Concrete language is characterized by the specific and clear meanings in the readers’ mind. Abstract wordings cover broad meanings, concepts, ideas and the like, which are vague and general. 
具体的言辞因其准确清晰的含义而给人深刻印象。抽象的言辞所涵盖的意义、概念、理念等较为宽泛，较模糊、笼统。
Compare the following examples:

	                    CoAbstract                       Concrete

                   in the coming days                  by Wednesday afternoon

                   the minority                       15 percent

                   a significant loss                    a 65 percent loss


4. Avoid sexist words

You had better avoid using the words that suggest male dominance. You may use the following realistic ways to improve your writing. 
最好避免使用涉嫌男权的词语，可用以下方法来提高写作技能。
1) Rewording the sentence

Compare the following sentences:

If a customer orders 200 tons of mechanical equipment, he can make the payment by D/P.

Better: A customer who orders 200 tons of mechanical equipment can make the payment by D/P.

2) Making the reference plural

If customers order 200 tons of mechanical equipment, they can make the payment by D/P.

3) Substituting neutral expressions

If a customer orders 200 tons of mechanical equipment, he or she can make the payment by D/P.

5. Be careful of the abbreviations

Remember that too many abbreviations can make your paperwork informal.

Compare the following examples:

1) At our next meeting, we will discuss forecasting, customer surveys, new leads, etc.

Better: At our next meeting, some of the items we will discuss are forecasting, customer surveys, and new leads.

2) It’s our new product.

Better: It is our new product.

6. Avoid flowery words and jargon

Examples are shown as follows.
	CLICHE
	UPDATE

	at your earliest convenience, at an early date, recent date
	if you have a date, give it

	under separate cover  
	separately




















续表

	CLICHE
	UPDATE

	as per your request, pursuant to your request, referring to your request, in reference to your letter
	as requested

As you requested in your letter…

	the writer, the undersigned 
	me, I

	thanking you in advance  
	Thank you for...

	We wish to acknowledge receipt of…
	We have received…

	Permit me to say, I would like to take this opportunity to…, this letter is for the purpose of…
	Useless filler - delete



	I remain…     
	Old fashioned - delete

	Here to/herewith/hereby/said/above/      

same/thereof /wherein /hereinafter
	These words are legalese. Delete them

	Attached please find…
Please find enclosed…
Enclosed please find…  

You will find…
	Attached is/are…
Enclosed is/are…
Enclosed is/are…
Here is/are…

	at this point in time, at this writing, at this time
	now

	during the course of…
	during

	in the vast majority of cases
	in most cases

	due to the fact that…
	due to

	square in shape
	square

	in spite of the fact that…
	although

	in view of the fact that…
	because


II. Developing effective sentences

Just like choosing words, constructing clear sentences involves adaptation to the minds of the intended readers. So it is advisable to use appropriate sentence structures to reach the corresponding people. In general, simplification is best for all readers. 
句子的组织和措辞同样也要考虑与读者相适应。所以，最好根据读者的水平选择合适的句子结构。一般说来，简明扼要最好。

1. Emphasis on short sentences

Short sentences and paragraphs are easy to understand. Therefore, business writers try to avoid wordy sentences, that is, one sentence contains no more than 18 words. You may adopt the following ways to write simple sentences: by limiting sentence content; by using words economically.

短句子和段落易于理解，因此，商务写作应避免使用冗长的句子。可采用下列方式写作简单句：控制句子的内容；精简用词。

Compare the following sentences:

Economical: I am writing about the Russell account to list potential issues before the client’s visit.                                  

Wordy: I am writing in order to list the potential issues in regard to the Russell account in advance of the client’s visit.

2. Emphasis on sentence designs

Not all information contained in business writing is equally important, and short, simple sentences carry more emphasis than long, involved ones. 
商务文函中的所有信息并不都是同等重要的，简短的句子比冗长而复杂的句子更具强调性。

Compare the following examples:  

You complain about this, you choose it；

You complain about this, because you choose it；

You choose it because you complain about this.

3. Emphasis on sentence unity

Effective sentences have unity. Violations of unity in sentence construction result from: 1) unrelated ideas; 2) excessive details; and 3) illogical constructions. You can unite the sentences that contain unrelated ideas by 1) putting the ideas in separate sentences; 2) making one of the ideas subordinate to the other; 3) adding words to show the ideas are related. As to excessive details, if they are important, put them in separate sentences, i.e. using short sentences. Additionally, how to get illogical construction effective depends on your detailed analysis of the sentences. 
好的句子具有连贯性。影响句子连贯性的因素：1) 不相关的内容；2) 过多的细节；3) 缺乏逻辑的结构。对于第一种情况，可用以下方式解决：1) 使用独立句；2) 使其从属于其他信息；3) 添词以增加内容间的相关性。至于第二种情形，若细节很重要，可使用独立分句，即用短句。至于如何解决句子的逻辑结构问题，则视具体情况而定。
Compare the following examples:
If the party terminates the cooperation before it is due, the other party suffers loss. So it has to bear all the loss.

Better: The party who terminates the cooperation before it is due will have to bear all the loss that the other party suffers.

4. Avoid sentence faults

The typical sentence faults are fragments, comma splices, and run-on sentences. 
句子的典型错误：完整句的断开、句子间用逗号连接以及无逻辑标志句子的使用。

Compare the following examples:   

1) Fragment: This analytical report in business communication was extremely long and concrete. Win a big success.

Revision: This analytical report in business communication was extremely long and concrete and wins a big success.

2) Comma Splice: The prices are in line, we trust important business can materialize.

Revision: The prices are in line. We trust important business can materialize.

3) Run-on Sentence: Someday I will go abroad I want to see the whole world.

Revision: Someday I will go abroad. I want to see the whole world.

5. Put important information at the beginning or the end of a sentence

The information carried at the beginning or the end of a sentence is more impressive to the readers than other parts. So put important information in either of them.

For example: 

In the near future, sales will be hiring two new account managers as we work on improving our customer service. (“In the near future” stands out, as does “improving our customer service”.)

Better: Two new account managers, who will be hired by sales in the near future, will help us improve customer service. ( “Two new account managers” and “improve customer service” are now the key points.)

6. Avoid too many punctuations in a sentence

A sentence containing more than four punctuations is less acceptable. It’s better to break long sentences into several short ones. 

For example:

In addition, I would recommend the department to make a priority of a five-year planning document, which is scheduled to be presented, as part of its annual review process, to senior management in the first week of March.

Better: In addition, I recommend the department to make the preparation of a five-year planning document a priority, because the document is scheduled for presentation to senior management in March as part of the annual review process.

7. List your viewpoints if you have three or more

Generally, more than three viewpoints in a sentence are less impressive, but well organized ones are easy to catch. Listing each of them in a separate line is a good choice.

For example:

There are three possible solutions under the present legislation: use only the locations accessible to the handicapped, renovate poorly designed locations, or install temporary ramps.

Better: There are three possible solutions under the present legislation:

· Use only the locations accessible to the handicapped.

· Renovate poorly designed locations.

· Install temporary ramps.

8. Use short sentences to convey good information while long sentences for bad
People expect good information but resist bad one. So skilled business writers often emphasize the positive information by using short sentences while deemphasize the negative information by placing it in the middle of long sentences. 
人们期盼好消息，不愿意得到坏消息。所以，熟练的商务写作者往往用短句来突出正面信息，而用长句来淡化负面信息。

For example: 

1) This year, after a careful fine-tuning of our budget, we were able to reduce our administrative costs by a grand total of U.S. $ 300,000.

Better: This year we saved U.S. $ 300, 000 in administrative costs.

2) The report will be a week late.

Better: The report will be a week late, but it will include the latest figures.

3) The repairs will cost U.S. $ 12,000.

Better: Although the repairs will cost U.S. $ 12,000, additional work will not be required for two years.

9. Use active voice

Active voice makes writing stronger and livelier. It emphasizes taking action and usually expresses concisely. How to choose an appropriate voice depends on concrete situations. Passive voice is better especially when the performer is not known or not wanted to be mentioned. 
采用主动语态写作使语言表达更生动有力，它强调采取某种行动且通常表达简洁。怎样选择恰当的语态应视具体情况而定。当行为主体不愿为人所知或不愿为人所提及时，则最好选择被动语态。

For example:

1) In the last month, the exercises have been repeated 3 times.

2) The conference will be held on Wednesday between 7:00 a.m. and 3:00 p.m..
III. Effective paragraph development
A paragraph is a cluster of sentences all concerned to the same topic. Several paragraphs form an entire composition. Designing paragraphs requires the ability to organize information.
1. Avoid more than three sentences at the beginning or the last paragraph in business writing, and eight sentences in the body
Sample
	Dear Mr. Smith:
As you are no doubt aware, personal computers play a paramount role in industry today. As these sophisticated systems take over more and more business functions, our dependence on them is growing dramatically. However, computers and peripheral equipment do break down. In fact, industry research indicates that the typical microcomputer system will need servicing at least twice a year. When it does, you are faced with downtime, reduced productivity, and often a large repair bill. The Echo Maintenance Agreement Program has been designed to combat the worries that often accompany extensive microcomputer usage, no matter how small or large your system may be.

Echo is qualified to service microcomputer and peripheral equipment far more than 40 manufacturers, including hundreds of product configurations. No matter what system your company has invested in, chances are that Echo can service it. Echo has been authorized by many manufacturers to provide full warranty service, thereby ending the delays in shipping your micro or peripheral equipment to a factory for repairs. In addition, we have set up nation-wide service centers to provide you with a convenient, local service. Each center has an independent part inventory as well as a link-up to our international inventory system.

You have the choice of pick-up delivery, carry-in, or on-site servicing-whatever is the most convenient and cost effective for you and your company's requirements.


Better:

	Dear Mr. Smith:
Personal computers play a paramount role in industry today. As these sophisticated systems take over more and more business functions, our dependence on them is growing dramatically.

Computers and peripheral equipment, however, do break down. In fact, industry research indicates the typical microcomputer system will need servicing at least twice a year. When it does, you are faced with downtime, reduced productivity, and often a large repair bill.

What the Echo Maintenance Agreement Program Can Do For You?

The Echo Maintenance Agreement Program has been designed to combat the worries often accompanying extensive microcomputer usage—no matter how small or large your system may be.

Echo is qualified to service microcomputer and peripheral equipment for more than 40 manufacturers, including hundreds of product configurations. No matter what system your company has invested in, chances are Echo can service it. Echo has been authorized by many manufacturers to provide full warranty service, thereby ending delays in shipping your micro or peripheral equipment to a factory for repairs.

Our Warranty Service

We have set up nationwide service centers to provide you with a local service. Each center has an independent part inventory and link-up to our international inventory system.

You have the choice of pick-up delivery, carry-in, or on-site whatever is the most convenient. 


2．Remember one paragraph, one topic
When composing a paragraph, it’s important to first make clear what your topic is. Second, all the details and descriptions should relate to that main idea. 
For example:

One possible solution to the problem of white pine mortality and waste is to search for markets other than the conventional lumber market. The last few years have been a burst of popularity and a growing demand for weathered ban board and wormy pine for interior paneling. Some firms around the country are marketing defective wood as specialty products. There is a good possibility that distressed white pine might find a place in such a market.

IV. Other skills
1. Adapting to modern changes 
Languages are products of the times and always bear the marks of particular era. The rapid development of technology has brought changes to business writing. Fax and e-mail send messages quickly, and narrow the distance between people in different locations. Business writing, in general, has more and more assumed a friendly, easy, and conversational style other than a cold, stiff, and unnatural style. 
语言是时代的产物，难免被打上特定时代的烙印。科技的迅速发展也给商务写作带来了许多变化。传真、邮件使得信息的传播速度越来越快，同时拉近了不同地域内人们之间的距离。一般来说，商务写作宜采用友好、通俗和自然亲切的风格，而不是冰冷、死板呆滞的风格。

For example:

Your letter of the 7th inst was received and contents duly noted…, please be advised that a fee of U.S. $ 75.00 will be charged …; you state as per your letter …; thank you in anticipation.(It is obvious that the tone of this sentence is cold, and the expressions “7th inst, please be advised to …, wherein” are out of date and should be avoided.)

Better: Your letter of the 7th in this month was received and contents duly noted…; please note that a fee of U.S. $ 75.00 will be charged …; in your letter you state …; thank you.
2. Singling out your reader 

Paperwork that appears to be written for one speafic reader tends to make the reader feel valued and appreciated. To single out your reader, you should write for his or her particular situation. 
似乎为某个特定读者量身定制的文书会使对方有被尊重的感觉，因此，在写作之前要换位思考。

What you say throughout the paperwork should make it clear that the reader is getting individual treatment. Consider the following situation: a company training director is writing to the director of a management-training program asking for additional information. The individualistic closing should be something like “We look forward to the possibility of sending our executives to you in the years ahead.” It is much better than one that fits any similar case “We look forward to hearing from you.” 
3. Avoiding anger 
The use of angry or confrontational language can have a provocative effect, which is likely to irritate the reader. With both the writer and the reader angry, the two are not likely to get together on whatever the paperwork is about. A tactful writer refers courteously to the subject matter to avoid jeopardizing (危及) goodwill. But, when pleasant, positive words have not brought desired results, negative words may be justified. 
For example:

You obviously made a big mistake because the goods you returned were dirty and unusable, so we’ll never offer you any refunds.

Better: It is often with our deepest and sincerest good wishes that we offer refunds to customers, but I am sorry to inform you that the goods you returned were dirty and unusable, so any refund is unlikely to offer in accordance with the regulation of our company.

4. Directness in good-news and routine messages

To present good-news or routine information deductively, begin with the major idea, followed by supporting details, and end with goodwill.

For example:
It is with our deepest and sincerest good wishes that we hereby wish to acknowledge receipt of the news that you have been appointed vice-president of your company.

Better: Congratulations. We hear you are the new vice-president of China National Petroleum.

5. Indirectness in bad-news messages

Sometimes you must mention limitations, drawbacks or other negative messages, but don’t dwell on them. Try to add any advantages associated with (even though not caused by) the negative message or rephrase or redefine the negative message to make the reader see it in a more optimistic way.

For example:
1) We don’t feel your qualifications match our job needs.

Better: Your qualifications are excellent and show that you have assumed greater levels of responsibility throughout your career. The candidate we are looking for, however, will have a stronger marketing background. For this reason…
2) This is to inform you that you are dismissed as of February 16, 2022.
Better: We have carefully reviewed all the available information, including your statements during the conference. After careful consideration, it has been decided to dismiss you from employment, effective March 3, 2022. The dismissal is based on your continuing unacceptable personal conduct as referenced in the Academy Personnel Manual, Section 2, Page 12, specifically sleeping on the job.

6. Using the appropriate tone
The effect of business writings varies according to various tones. Using an appropriate tone in business writing can best convey what you expect. 
Compare the following examples:
Cold: Please find enclosed documents regarding the widget project for your perusal. Your verbal analysis is required at the meeting scheduled for next Monday.

Formal: A report on the widget project is attached for your review. We would appreciate hearing your observations at next Monday’s meeting.

Semiformal: Please review the attached widget report. We look forward to hearing your comments at next Monday’s meeting.

Informal: Here think is the widget report. Let us know what you think of it at next Monday’s meeting.

【Skill Training Exercises】
I. Fill in the blanks with suitable transitional words.

1. Our Accounts Receivable Department has written to you three times; ______, we have had no response to our letter.

2. The bill of lading did not match the order; ______, the shipment was refused.

3. Jeanette considered the possibility of changing a job ______ was unwilling to accept the risks involved.

4. Please place your order immediately, ______ you will not be eligible for the discount.

5. Information concerning equipment used in business offices is needed; ______, we are conducting a survey. 

6. Members of our management staff, ______, are interested in hiring a consultant to train customer personnel.

7. Our department is currently understaffed(人手不够的); ______, we are behind on our production schedule.

8. Do what you are told to; ______, you will be punished.

II. Improve the following sentences according to the skills you’ve learnt in this chapter.

1. In view of the fact that you have not responded to our letters, we have no alternative. 

2. We must at the present time send your account to our collection agency. 

3. Due to the fact that a strike has temporarily closed our factory, deliveries are delayed. 

4. We find it necessary to inform all customers with regard to delivery delays.  
5. In the event that you are unable to attend, please notify us at once. 
6. We have received your check in the amount of U.S. $ 450. 

7. In spite of the fact that production costs are rising, we have tried to maintain our current pricing schedule. 

8. We find that we must at this point in time reconsider our prices. 

9. For the purpose of more, efficient record-keep, we will begin writing invoices in triplicate. 

10. If the estimate is in the neighborhood of U.S. $ 100 or less, the repair can be made immediately. 

III. Rewrite the following sentences in a simpler and more concrete way.

1. The man got what he wanted with the assistance of the salesgirl.

2. The shipping company told us that the freighter sailed from Dalian to Singapore bimonthly.

3. The girl bought some food in a supermarket, which cost her 28 yuan.

4. We are of the opinion that the quality of the products is not good.

5. We acknowledge with thanks for your letter of June 19.

6. Under the circumstances, I think you’ll agree that we cannot make compensation for your damaged goods.

7. It is my opinion that you’d better go there by train.

8. I’ll phone him as soon as he returns back.

9. They require watches which are of high quality.

10. I completed a training program which was designed specially for that company.




