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《21世纪高职高专规划教材•实用商务英语写作》是21世纪全国高等院校《商务英语
》系列基础核心教材之一。《21世纪高职高专规划教材•实用商务英语写作》运用国内
外商务沟通的最新研究成果，帮助学生全面提高商务英语写作能力和书面沟通技巧。采
用基础写作与商务写作合为一体的编写思路，将商务知识贯穿于全书之中。使学生在学
习写作基础知识的同时，熟悉了解商务知识的词汇、句型和语篇，在具有一定的写作技
能之后再进入专业写作学习，以期事半功倍。《21世纪高职高专规划教材•实用商务英
语写作》分两大部分（共14章）：第一部分为英语写作基础知识，涵盖英汉写作差异、
合理选词和造句的技巧、段落的组织及篇章写作技巧；第二部分为实用商务写作，立足
于提高学生的商务文书表达能力，较详细地阐述了商务文书的主要类型、拟写格式、写
作原则与技巧、习惯表达方式，重点介绍信息告知性商务信函写作、商务文函写作、商
务安排与社交活动信函的书写以及其他商务写作。每章后配有丰富多样的写作实践练习
，同时书后还附有练习参考答案，以供读者参考。
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目录: Part one Fundamentals of Practical Business English Writing
Chapter 1 Differences between English and Chinese Writing
Section Ⅰ Different Organizational Patterns
1.Linear Pattern and CyclicalPattern
2.One Single Topic and Multiple Topics
Section Ⅱ Different Sentence Formation
1.Hypotactic and Paratactic
2.The English Hypotactic Methods
3.The Chinese Paratactic Methods
4.Abstract Thinking and Concrete Thinking
5.Sentence Focusin Different Places
6.Complex and Simplex
Applying Your Knowledge
Chapter 2 Using Proper Words
Section Ⅰ Types of Words
1.FormalWordsandInformalWords
2.Common Words and Colloquial Words
3.GeneraIWords and Specific Words
Section Ⅱ Using Right Words for Your Meaning
1.Denotative Meaning and Connotative Meaning
2.Commendatory Words and Derogatory Words
3.SmallWords and Big Words
4.Using Standard Idioms and Idiomatic Expression
5.Tips for Choosing Words
Applying Your Knowledge
Chapter 3 Making Correct and Effective Sentences
Section Ⅰ Types of Sentences
1.Simple Sentences
2.Compound Sentences
3.Complex Sentences
4.Compound Complex Sentences
Section Ⅱ Basic Sentence Pattern
1.SVi—Subject+Verb
2.SVCs—Subject+Linking Verb+Subject Complement
3.SVtO—Subject+Verb+Direct Object
4.SVtOO—Subject+Verb+lndirect Object+Direct Object
5.SVtOCo—Subject+Verb+Direct Object+Object Complement
Section Ⅲ Expansion of Basic Sentence Patterns
1.Expansion by Modification
2.Expansion by Substitution
3.Expansion by Coordination
4.Expansion by Subordination
SectionⅣ Common Sentence Errors
1.Sentence Fragments
2.Run—on Sentences
3.1mproperly Placed Modifiers
4.Faulty Pronoun Reference
5.Faulty Parallelism
Section Ⅴ Effective Sentences
1.Unity
2.Coherence



3.Consistency
4.Conciseness
5.Variety
Applying Your Knowledge
Chapter 4 Paragraph Structure and Major Qualities
Section Ⅰ Basic Structure of a Paragraph
1.Topic Sentence
2.Supporting Sentence
3.Concluding Sentence.
Section Ⅱ Qualities of an F.ffective Paragraph
1.OneCentralIdea
2.Clarity in Sentence Level
3.A Reasonable Organization
4.Adequate Development
Applying Your Knowledge
Chapter 5 Paragraph Types and Development
Section Ⅰ Types of Paragraph
1.Opening Paragraph
2.Body Paragraph
3.Concluding Paragraph
Section Ⅱ Organization and Development of a Paragraph
1.Planning a Paragraph
2.Methods ofParagraph Development
Applying Your Knowledge
Chapter 6 Basic Sk；ills of Essay Writing
SectionⅠEssayStructure
Section Ⅱ Basic Steps of Essay Writing
1.Deciding on the Topic
2.Brainstorming Activity
3.Re—examining the List ofFacts and Narrowing—down the Topic
4.Writing a Proper Thesis Statement and Making an Outline
5.Outline Writing
6.Writing the First Draft
7.Revising the First Draft
8.Making the Final Copy
Section Ⅲ Common Models of Guided Writing
Applying Your Knowledge
Chapter 7 Types of Short Writing
Section Ⅰ Description
1.Basic Ways ofDescription
2.Basic Types ofDescription
3.Tips for Writing Description
Section Ⅱ Narration
1.Basic Elements ofNarration
2.Types ofNarration
3.Ways ofOrganizing the Narrative Sequence
4.Tips for Narrative Writing
Section Ⅲ Exposition
1.Types ofExposition
2.Methods ofExposition
3.Tips for a Good Expository Writing
SectionⅣArgumentation
1.Basic Elements ofArgumentation
2.Types ofArgumentation



Applying Your Knowledge
Part Two Practical Busiiness EingliSih Writing
Chapter 8 Basic Requirements for Modern Business Writing
Section Ⅰ Functions and Principles of Business Writing
1.Functions ofBusiness Writing
2.Principles ofBusiness Writing
Section Ⅱ Styles and Layout of Business Letters
1.Styles ofBusiness Letters
2.Essential Parts ofBusiness Letters
3.OptionalParts
4.Envelope Addressing
Applying Your Knowledge
Chapter 9 Informative Business Writing
Section Ⅰ Notes， Notices， Memos and Minutes
1.Notes
2.Notices
Section Ⅱ Memos and Minutes.
I.Memos
2.Minutes
SectionⅢInstructions
1.Corporate Profile
2.Instructions
Section Ⅳ Complaints and Apologies
1.Complaints
2.LettersofApologies
Applying Your Knowledge
……
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