International Conference on Education, Management and Computer Science (ICEMC 2016)

Research on Politeness Strategies in International Business
Correspondence

Hui Wu* 2 and Dan Wu?P®

'Faculty of Foreign language, Hubei Engineering University, Hubei Xiaogan, China
“Wenchang Middle School, Hubei Xiaogan, China
2443138446@qq.com, "1960516319@qqg.com

Keywords: International business correspondence; Communication; Politeness; Maxim

Abstract. International business correspondence, which has been frequently used in international
business, is an effective communication tool for contacting customers. Being an effective
communication tool, politeness has been employed in business correspondence for enhancing
communication and understanding to reach the target of successful business transaction. The six
maxims in Leech’s theory of politeness are discussed based on the level of vocabulary, sentence
and passage structure as well as the characters of business correspondence in the dissertation.
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HE: BEfmSRaEr ZREERZSPRANE, BEESEFABMNERIE. FA—
BRRyaBEIE, (HENH XASEEREEREFEES, FAREHDERR, EEIRI
RZEM. AXEE Leech tLHREN BRI FEN, WNERIRIE AFMERERREAS
RiTHZHY%SS, BRERESRESIEPIEER.
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1. W5

A1 SR DETE B AT 2 ) F DAIBR SR 0 H TR, (R PR A 51 5 o A 1 EIEAE . BES
HMRIETE R H, BR B ROETE, ANEARIE, I B AR E RN A SOE R I BER . B 5%
SR SR B S EAS T EACAE: iEW R Bk KGR B SRR E A R
WARIEF M (1] RSN A TEER AT, Oy 7 oRi IR 2R, B m A, AL 3R B oK &
o AL AT DA ROH R 7K B T (B, RS FRANEETFEL
1 55 A2 b T 5 B RIA B A A RO IR PN AR B ORSEE B AT, RIEH S,
P ST (2] 0 ASORAN S eR i AR, A, TR LRSS S AL S A AT
ZNARTI I

2. ALHEN

JEEE F %K G Leech 15 15 22 b A3 ) 9 ki iz T8 S 55, Leech MIALERER
A4 7N Z ) - (1) 5w 7HE DU (tact: maxim): A N 52 43 5 2D, At N 52 38 8 K (2) 95 25 #E )
(generosity maxim): fii F & 5 #ix /b, H 5 2ok ; (3) #82H (approbation maxim): & /)4
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AN N B 35, 25 Rl N #5475 (4) e R 8 U (modesty maxim) : % K% 3 2z 45, <77
g5 /N E B 7, (5) % EIHEN (agreement maxim) : R 146/ B B A N 2 18] 190 15, 0K
& 5t A\ 22 18] (1) — 35 ; (6) [H] 15 v U (sympathy  maxim) : 25 KXl () [, I 714678 B 56
N BRI, o Forp, SR VR RN B 750 o DU — s F, 2 v 0 ol o v U — e fi A« B
2, A — A1k D SRIEAE T —HEN o B 558 R E AT BR i — M R e, BERELE
Jr ) 55 R R 0 — 2, L3R ) 63 5 7 51 S A B i sl R B AN 1 R AU, 2 R 25 B
(PSR ELR, 15 F WAL SR N T2 F T & 250 5515 eR R R i 52 2 ke

3. HMEIESHFRSILIEN

3.1, BEATEEIR S A R HE

A FE R 45 BRI A, AR R R AR TE A I R, R R AR IR S TR B
I, S R R 2 i B Tk R, W SRR RIAE I, RIS HE I — R .

(1)We appreciate the good quality of these garments, but unfortunately your prices appear to be on
the high side even for garments of this quality.

FESEA)F, 1 SRR BRI 5 7 B, B S TR “but™x ) T REAT — N, SRR T
B, BEfEH Cunfortunately” FoR[FEITE, H A B UL ARG B

(2)However, we’d like to emphasize that your L/C must reach here by the end of this month.
Otherwise shipment has to be delayed.

s, FHi%E R "However” Tk SRR 51 % 7 HITE =

(3)We shall, therefore, be glad if you will abstain from consigning the goods, but we shall not fail
to indemnify you in the event of future requirement.

AT RPN “therefore” FefrRIEZ 5 A, AL 7SR fE)5-FAIH “but” 55

P T RER T IR VIRIEG 200 7 e AabMes o B8N B) Tk 7 I B S PR AT

(4)We are very interested in the different types of paints you offer and have decided to place a trial
order for the following, on the terms stated in your letter, but only if you can guarantee dispatch in
time to reach us by the end of this month.

B, SRR T E Y, R AT IR R A, SRR B AT IR IR BRI
THER] TRk ELAR R AL 5 2k A BT L AT i 2R

MEL LB E) 3 B AT LA, FER SR iy, B o2 i, Horh i P i3 %
B2 but, HRE therefore, however. 3 S8 3% 7] & 4l FH SRR A S HOVH B, FRIE Xl A F) 24
H, 1EEARCPAER .

3.2, iRl RLE HOAE FH 5 SR o )

P 25 BB ARy — RiouRr SO, s | R BRI TR M A BTN, i i il 5
IGAE R L ERE S MR Z . F S IR RITR 4 FR I & FE M-S R, X
T KBTI, 1E Leech B,  SEMEHENZ X /S ANEN A B L . 2 Tk i 58
W —M B3] FER 55 R LAY, A i) R H A8 A A B A T AR SR BT B T, B9 04 e
W IEAIALEE, R AR EH B, 4 a RS AENIE A, AR5 A AL, 1.
(1)On the combined cost/benefit basis, we have decided to accept the other company’s offer.

AT I, VEE MR AAETT Sk, W 1 IR AR, i 2 R LR S F A b,
PRI T S HE U A

(2)We shall continue to place orders and will invite your quotations on this line in the future.
ORI AR A AR T 2R 1E R, Tk iksR, 25 NP 7 JEH T arEn & .

(3)We should appreciate a reply at your earliest convenience.

SRIRTERS TR 2, TR IT R4 T8, 7o RIL 10 T5 O R, A
T RIS AEI
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(4)With reference to your letter of May 8 enquiring for coke, we enclose our quotation for your
consideration and trust you will find our prices acceptable.

BRIk, WA R SRR, R RGN, sRREX T E R E N, TR
FIELFVER . R IF SR AT B AL S0 U] o f) SR YR R T 2 o U, S X X A A
RESWEHEPEA, gexgne) FrER, RS EREIN, X758 T % E R e R R
Mo anika) s R BN O, ARV, BAAALE.

3.3,  RWiERIEM

Z2 091 T 2 FH — P A NI A PR 5 RE ) 306 , SR B o 335 ) 2 AR R SR R i 1% 1) 1 FH 2
RE 18 1 1l AN A5 DA <3 S AR B I s R L 300 i DU 55, 77 2 Rk o 1l 2 SCRUTS 0 T 38 Gk 75 D o
N, e Gead Tl (4]0 Rtk —in, S0y “EFWraan” o BRI —MOARBIRY,  Refl N
PR ECE R UL, AU B A & SCERANE B R Rk Tk (5] IS5 N AE
T 55 B L B AR AR B TR piiE R i ks T X — HE B TR, 88 . RpiRIAH
ORI A, FRETER, DAAIT-E1 RIFHITE 555, I8R5 5 005 & H R H 8. fEk
H, VR T HCA T E IR BETE KRRk, W WA suggest, propose, regret fFimlif. 1XLE
TG ) 5| G N A S B B 25 Bk, — 52 5 B o8, 51— 7 R MBAL A
N, BRI S5 . Bl

(1)We suggest payment by bill of exchange drawn on us at 30 days after sight.

(2)We propose to pay by Bill of Exchange at 30d/s, document of you Invoice No.ST123 of
September 20,2003.

AL, ENV SR IRFRIE F U s WEE VAR, 18 % FH 2“think”, “hope”, “regret”. “please”%%3))
], AE R U A B SR AN I, 1B, (R il

We regret having to inform you that although it is our desire to pave the way for a smooth
development of business between us, we cannot accept payment by D/A.

XLLTE 5 ] AR B A IR S 0 E S RO S, A RAR U SRR, 8 A
BN SR, WMIARE I 2GR H 1 (6]

4. T HILBUREE

4.1,  HESEAXKEH
FER SRS, SEf e F RN E S, BT aRfEN . Fan.
(1)If you are intersted in any other items , please do not hesitate to let us know .

(2)What we have quoted is really the lowest , we regret being in no position to reduce our price .

AN E R T E R, TR,

(3)We are very interested in the different types of paints you offer and have decided to place a trial
order for the following, but only if you can guarantee dispatch in time to reach us by the end of this
month.

(4)We find your price too high and out of line with the prevailing market level.

3.2. B AJRfE A S ALSN SR

FE S GeiE bR s rh, BT A KR AT, RAAE R, RORIRINERIL, 2R, 5
B AT PLEE SRS S E, AR, )RR B AR B WS A A a0
Will you please state your earliest delivery time, terms of payment, price lists?

May we suggest that you requite us a lower price?

Would you like to reduce your rising domestic fuel costs?

XL A AR SR N ZER, Oy 1 38 o LB 20 36 5 3 F K AN AT, Y A i) #) 36fy
EREREAZ o XA A AL IS T 1 58 A SRS A o R R, AR M, whfELE A
O b, PR I ERAT SR
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4.3, BIEMEA

HEiE rh BT AR T RIA R i 1B S . —LE51A] hope, think,wonder, want &5, FHFE(T A& L — ik
AL,

%140 : 1 wonder if you could lower the price.

I am hoping if you could lower the price.

BRI E R, R R BT, R R S AR, DRI SR A AL

We write to you in the hope that we can open up business relations with your firm

We’re writing to you in the hope that we can open up business relations with your firm.

WA, JE AR BT A, R R A AU InAL RS A

5. BN

VEN— R L T RSl Moseihe i “HNAVEE 272 s, AR RS,
AR 55 O SR S B 3 6 38 T R o 1 [ 58 RO Bk 2K, RIEDE RIS B 4h i IR AR S
R [7] o WERR ARG, BA R ARG — & RALU RS . BAA 7 Hr LA PR B
HL AT DA AL S SR ) A
Dear Sirs:
We have carefully considered your order of 3 September but very much regret that we cannot
accept it. The prices we quoted in our letter of 1 September leave us with only the smallest of
margins and they are in fact lower than those of our competitors for goods of the similar quality.
The pet toys produced in our factory undergo a special process. The fact that we are the largest
suppliers of these products in this country is in itself evidence of the good value of our products.
If, having given further thought to the matter, you feel you cannot accept our offer, we hope it will
not prevent you from approaching us on some other occasions. We shall always be very pleased to
hear from you and will carefully consider any proposals likely to lead to business between us.

Yours faithfully[8 ]
HAERR BTk, X TAEAG AN RIS R, A R A S e A B A AE D, BRRIRosE C e
ZAraniE s, RMERALH O KBTS, TR A T B a6
A B, BIUFERER 7ALSRN, SETESHE O EL, £ENEZE
i IR IE N R o HOSRES & 28— BORE, S B rH O m e a2 3 TR RIR. £F
HHOREHEN], FEF R A48/ BB 87, K175 K50 H BRI 15 .
15 B 45 R Al o0 o 1 S VR A AR B, A8 FH 1) 27 [m] A DU AT ] 1 4 U], ek D7 2R
AR, FoRPRfE. XNRTTA R ILRIE AL, DLAGERE T B RPN 2k 4, A EXT Ty
HIH R RS, X N RGE, RR AR s M2 520 5 IR 0T HAB 18 . 2 R IR AE I F
WAGE . WA LERTTUE N, WS EIEEERILENES . XHMELIR, ENE
e B REETS, AEEET AL E W, AR, ABRYE, AEE, SOHER 9],
TR A AR LN 7 T B S A
Dear Mr. Wang:
Thank you for your order of May 6 for six hundred sets of “Peony” Television Sets, but since you
make delivery before Christmas a firm condition, we deeply regret that we cannot supply you as we
have done on so many occasions in the past.
The manufactures are finding it impossible to meet current demand for this very popular set. We
ourselves placed an order for 200 sets a month ago, but were informed that all orders are being met
in strict rotation and that our own could not be dealt with before the beginning of February.
I gather from your telex received this morning that your customers are unwilling to consider other
makes. May | suggest that you try China National Light Industrial Products Import &Export
Corporation in Beijing. They may be able to help you.

Sincerely yours,

15 BRI T SR8 HYRR A, RIS RGO T BT, 2SR v o TSk 5 2 R 3R
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BARASRESR AL, 380 98 5 94 DU 7= 36 X6 7 R A a4

FEAERRISE B, BRIE R D OB H T AT XA E S B B R SR A, (IR A
B e MR AE U A3 o B LT AR I A, RO ISR BE 13

fEeR iR, WX T BRI L K ARSR UM R I, Rt B AR 2 s A FE 2
BeHRe ), smRE S AR, RIS R AEI o 32 3 8 ] v D AT [ U
MULEIXPIRE A5 b8 B K 0 Aok, ALBR I R F 01 5 el s FH I, A ERiE A E LS
ALBEMTER, ERE AN AEH .. N7 4EREX0UT M R E1FR R, KIETER
iz e RS R AR R, R T BT AR H 5~ [10]

6. 4k

AL R L 2 ok S AR RS, BAR A g A AT EBR S 5 o L ARk R . R E B
S5 iE AT, BATIE 5 RIEEME B IR, XHATE, AR, TEREAFAREE, R
HEEY], ARATT. fER RS R T NN ZE R B SOX 4, 7805 8 B 5 i
P B35 S 233 B AT ARRIIEN B, P2 E AR AR 2 IR, A 1K REAL P 2L A 1
BRI T RIS, AL RIS R AR 2, T S ALBURISAE T 55 im sl h R 2R A,

MTE 55 32 bt = iz AL S F s, mT DU At ATT i) [T B 7 55 50 2 SRR 3t 14T

PN
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