FZEFHEFRGEAELRMN

2 F 610068 o NIKEF v M TE RS SR

B E: ALIEAEAFTHLELERUEARRNGAE, HHS4E
BXFHETHIBITIN, ABEEHBEERNFEIHRSIEE,
X@R: AFERE5HE; SHARN; AURRN; ERAF

—. 3§

FEEREMA M RAL M REFLBRAENERE, BRFEARXIFR
FH BRERNS2I AN FERBRITE S HBHTHE. BHFRBEEER
BiE%. BERE. B ¥. BERENESFESFRZNFERH— A
R, MSBASZHMANRRE, BFRERN TRERFERES
EERAEE “TRBE” B “PAEETY. Bl, BFEEBEAE
EE PARFETFHERESENFSR. ACEETIERARN, MHEFEERX
FrHIE S R R BT IRT .

Z. AVEE N 55 R

EEFEN SHARE AN ERESE S, EPEER PR 2L
Mio IEAMERT (Grice) Frif: XM RN RERTXRNTEHET,
FEME A STE S RAEER

MEOT SRR 1 4 REAEN

WA B 2009 -03 -25 ‘
{EE/ST: XE (1980— ), &, WIIEMA, KEEFXEFAL, WIIFEREZREE
FBevhE, FENBRIENETEMNE. :
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SMEEGEN F2H

(1) BREH#EN

(2) BEEN

(3) FRAE

(4) AHCHEN

AEENBEZRU TN EREESZEER—2, 5198 BN
IERIFRE. XIS RY, ARTFETIEARR LML ESRALERE,
JLFFENF BT ABMEEARTEANERE T (AREHNRMT
HEWEE) BRREF (FEBIASANBRGREZNTE) BREE
M. 7588 (Brown) FIFIXFR (Levinson) W T EEIBT LIF BUE M1
SRRAFESHLGAR, ZEIRRH LT 5 Rl AR .

(1) AFreirmFEUN TS (bold on record without redressive actions)

(2) FURALEIERE (positive politeness)

(3) BHALINKRE (negative politeness)

(4) FERFFHEATEFEIMTH (off record)

(5) AHATEFBRMATA (don't do the FTA) ™

=, BEERMER

MBEEEHSEENIIERA4.: (1) B FXR. (2) B4
BEZ—TRE, (3) UREFRA. (4) RiFDEABEIF. (5) RilksF
P RE%. BFEESERARRBANAIEREMX, RN
BHER. BEERNSAARREENATESHER, BEfERFSERYP
UEEEENRANTER. AMMIERDESFENEELESE ITE
(completeness) .- 3% (concise) . JHMi (clarity) FIFLE (courtesy) %,
HAi 3 ZE56ERNER, BE—&NBEIALRESHNAE, BFESES
AYEFEN 55K E B R T BSERAEE LREEH R LF WK,

HEFERNEERRAERAREAER, ‘& . 8 aYLRE%
B, ST Y, BEERNESHAERESESAENGHIE
(brief) | YEBREK (accurate) FIFTSCRWT (hold); AT/EZRAKENIBH
MEMPFFENBEEEYE, BRFERANREARANG, SBARERE
KB AREE .

MTFENERSFEREEFEAFHENMEA. BSERRATFENEE
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HEHNSERNERTAEN

e, EEN Y FBERERNNALE, FRERZNBOCAFTETEIEE
iy REMAEES, AxrEREeEREENENEN, X35 TER
MR ENRR; REEMATTHRSH, BRITTKMAEEAT, ikt
TSN BN TEEETRERENBEOAE; KA “REEE" (end-
weight) WEEED, KEENFELEMBEETOR, EAFEARE, &
AT MBEEROIER; REGERRKABRREZRNKRER, BRERE
2. FEAMEEWAT, ERFFEEATEENBER. BERERSER
Efeh RATREAEEK I, FEEBIETISIFR R RN 7 R 4H %
BRWESHEE, ~EHEESE, RUHLE. WA RIEARMNERS
FREAEXREK, EMHBEEANZRER, BHit, BRABTREIO A
REFHIESR, BUEXUOr M OEER ., ®WiFC. ARSI ERANES
A, AR4ERsiE KB HUE AT RER SRR

M. 515 ERPhE

FIEF (Leech) it “RREGATERRFAMILE" D, HitbiEs
BT ANALARERE S BT R 426 GEK, MiER, RPRAPR
¥, AIGEARFFREEMMKRI T, HPaERFEREEEASIERN
HER, A3 KUNEHEESILEFEN KT ESFHE.

(—) AEXER

1. &EAN

BEENXZFEEZFEPERAGESHIFRIBEETHAE—HAD
FRBRIERE (TR B ) FREORMIERBE, WHERKERR
ETELTRBERESBERSEMEBRLX T, BT LFHET, AN
BREABEMER, ARLENFEREGEREFDYE, FEXAXEH
Ho .

We have received your letter and have been informed of what you stated. Now our
quotations are on the attached sheet and we wish that you should make your decision as

soon as possible.
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SIEEXHA H2H

XRE—HEFENTFL, BRERHENREEE., EEUNEENTHECH
WARRMEE ., NWEMEM T “have been informed” HIRZ, BIXTA AT &
AT T ], MUXHRIEAEE, ZREMAXT TR TR, BEh
FHELTRARFOLZR, FEESE R, SV FRERGEBREH,
MWE—RRFRAELEIL MBI, ARTEEERURIN. A THEMFRES
B, MATABXFRRERMEERE, FHNESANTREMBEH. F1
FHRFEREELHNIT NS U EAIXEA RBISE RN FFERNIERE
B, AWAMEECh.

We have received your letter of Jan 5, and known that you wanted to purchase 100
dozen women’s woolen sweaters. You will find our attached quotation for women’s sweaters

reasonable and we look forward to your early order.

PERENRSE N EREAE EH CHTRNE LI BERNEIER . LFE
BRI (concise) WIBERRRBMEEFNEE, REUNFEER
A ERE. Bk, BFFRNERREEX—F, HREZRKERN
ERUH, SNSEEREFRAS, TIEMN, X Tk FEICsnks A
FoR¥L, TIKMXEEMITERMAE. 6.

(%) It is not our intention to suggest that you should keep unsatisfactory
merchandise, so we are willing to ask you to return it to us at once, and will be glad to
make an exchange.

() We are sorry that the merchandise is not up to standard and we shall gladly
(6]

make an exchange.

2. READ

XTHEMEA—-TERE: FEHEACRZEBIERENE. EHFHESR
h, THEERE. BF. ZBN, XEEAATEE, MAREW
(concrete) | %7 5l By (specific) RARFHELEEN (general) . BB
(vague) 1, TRFLSFRBCHER, GAHFRROBR, 5.

We ordered well-dried goods off in equality, but you have sent us prunes totally
unmerchantable and unfit for consumption.

-



KRS ERNEARSEN

UEFas, FERTHAIT285 AREANHE— “T2X%
HEBREAEHR”, BERKEARYERBG2BE, WEH “ina
very maggoty state” B, “in a half-rotten state” EREIFR. Bi&,

3. XBAEN

REEMMET “HWIREE, MEMEEEXNIE.” EPERER
F, EfFUAERMEHRE, LERERIR, HEXINEH RKEMRRZ
FRERREAR. BREENRG . EAFEBSEEEEERNEFRELT, o
X ERBEE, EXZERREPE,

We would like you to send us details of your various ranges, including sizes, colors,
prices, and also samples of the different qualities of material used. Reply. We are pleased
to receive your inquiry and would like to inform you that if you order in quantities of not
less than 500 dozens of our products, we shall allow you a discount of 5%. Your early

order is expected.

# LBIMEES, EERAERREPRENAXHSYREAREE
RAHEXGE R, MRA THEFMEE, XHEXNTEETHREITWHORRE
i, —EFRBXRNEZ SR ER,

4. FRAR

“EHAMEMIEE" ‘B “HEREHE (BA¥R)” “HEE
F&E RARNENFH 4 MEAEER, BEEAR, IR <5
EHUH, XENRESEFMHEE: —TEEENGERR, B—1EXE
FREEERTHNIE, FrigmTEEWEAZLEN T X RS EESH
TR, gL, TRNNEERR; Rz, 8L, ThROMEGR
B, MR—MHERPAEBNL, EESRMEKE, RERRETNEME
PRE., #l:

(4 %) Mr. Smith wrote to Mr. Brown that he has received his letter of Jan. 5th.

(## ) Mr. Smith wrote to Mr. Brown that he has received Mr. Brown’s letter of
Jan. 5th.

(4#) We are able to make embroidered table cloths for people of any size.

(%% ) We are able to make embroidered table cloths of any size for people.
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SFEBEXIEN H28E

(Z) MEERESE

BRMEAESETHERT I NESLTIET R, HEFRRNILE
AEZIENE THETRY, BAYEda—UBERERE, MREAEKRET
BERIATE . HEREFETAFRTRETY, MARASRTH. FFUARS
IR K [ i 5 iR E . EE T E—8 SRR AL RS i
RItEH:

We are glad to inform you that we are interested in your hand-made gloves in a variety
of gloves of high quality and, although sales are not particularly high, good prices can be
obtained. Will you please send us a copy of your catalogue for gloves, with details of your

_ prices and terms of payment? We should find it most helpful if you could also supply

samples of the various leathers of which the gloves are made.

XE—HWRE, WEPEERNETHXHER, FEXAMmAiERA IS5
MELhRBEEAR, B5BEAMLEFAERX, W, HHABRRETHFRER,
AU ETERBIEREN. BREGBRTARASEWERETSN, B
BABRBFPITH AN, KRBT —RIIMFLIEEKERE . E—HE “we are
glad to...” FR—FBURILE RS, AURAEERNFEERREARFE
Z¥. BHE, “will you please...” {ER—MRERHEHNEMREIE (hinting
hedge) TIXTHEEXNRFEARGLSEZTRERNAHEE, HEMKT
WIS AN B B FEN RN, FBIRTIZERMNXHWRMME (imposition) , 7E
“ we should find it most helpful if you could also supply...” —Aj$, BHUESH
R~ MHEBALGERE, BEALLABEANRE T —MHRBREWITH,
RmAERFR, WEATLUESTEE REN RN ASZEL R P EM&SE
WK, BHRGEARBEREFRABEANTREFHREURE, HFHR
FS B e R & )

MU B, BATE/RLELS: ERFBEPATERETRE. &
BROMHEN, $EE DTSR mBEE S AN,

(Z) EHEER
4% (counter-offer) B—FhAFT EARILEMITH, AAEEHHEER
. 76 . *



KEHFERNERT RN

Wefs AREIROIE, EREEFEZMR, BIMEREARNBRET. AR
PR EEREN, DERT SN TABHERETIR, LA LI
HrEN, RASMILSKBEREBIME TEMIT A, “BE”
(compliment) 247 BFIZY SCERE i B AN F B AT 28 RO BRAR LR SR Mg 2
— B BT B “RIEAREERSERRHREZN GEEE
WrEA) BABRSNITHERRELRR" . MIFHEIRERLIE
H . AFXNHTETHRER, RHEWEANEFER, AW EDE I
TH F BT R BB R HiE S SR LIRSS HE

We appreciate the exceptional quality of your product and the way in which you have
handled our enquiry. We would like to take this opportunity to conclude some transactions
with you, but I am afraid the price you quoted is not competitive enough. We would,
therefore suggest that you make some allowance, say 10% on you quoted prices so as to
enable us to introduce your products to our customers. If, however, you cannot do so, then

we shall have no alterative but to leave the business as it is.

EX—HH, SREAEERRHREA R EE R4 EEHTT
R, XEERARSIABTFEMTREALSRR, FHOEFEBT AR
—JTF “Low the price, or we will not buy” BH 7 3 i B B R MR AT B
WMo WREEAEMETEN, EET SR Gk, Na™ERGREAR
EFHIIREEARNRE, WIS HRK,

(H) mhEesiE

R NMIERINBIFERZHE RN, BRE—ERFFET, BEEA
SERBGEABORRE, AFHTEFRMTY ., WARES BA RIS
REMRESTIBTAABEN=ZBE, MR ZEMHSER. X
PEAME, MEEALRITRMRMER, FYHNEEATERZS, 5
&I 7E B A SR B A BTN BORRE , ATFHESTE FEB TN, T
PSR B — I TFERANEBEERRZA AEMZANELT, WE—
# “ANRSER” REXEEERENRIFE:

1 am very annoyed with you for sending me a threatening collection letter when we owe

your company nothing, The amount you referred to ( $ 6,442) was paid six weeks ago!

Don’t you think you owe me an apology?
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SEBEXRMN F28

SRR —FEAEERE, REMYTR, TEATESEEREH,
HRBATHAETRITS, RFNEBMEINETA. MR, Y%
SREBURE, MA%A AR AT R MR T2 B E
RN XEAMATEINESE, MR ER A T XX
EFRRIER, HHAZE B R RBUE TR Sk M, A TFHEAT T T ER)
Fi% (bold-on-record strategy) , A T H B ELMIFBAER, FHAET,
Sl ALTHRIT AR, ASRAMAT R,

R, &ig

B BRSSP A RN AL RS FI R 20T, TRATAT A
BHEL: ERSEET, BEALERBESHEENMGER. JERELE
N, Tk TAAERNF RN, ERARLERT, MxtFRE
RIS ERE, AL LSRN T2 F AT A Ve R A 1y
M, USRS AEESREI, IHETAMEAIE: SRS, &
RS ERGERTN, ATISBHEMN=ENSRORY; EREE
Y, BAZALEISE AR EIRA BRI 3 IR B AT o

DAL ERESIEAEN T RS SRR R— MBS, MRILrscE, T
RIS . RITERE SRR R A T4 F 4R 5L
HENOEANELR, REESTTR, LRIHSRARNS B .

2R
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