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Abstract
With the fast expansion of economic globalization, companies are increasingly involved in various
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business contacts. As an important means of conducting international business transactions, busi-
ness English letters play an important role in facilitating international trade. However, how to de-
liver business information accurately and politely is still an important issue to be addressed. As
for this issue, this research establishes a subcorpus of business English letters named BEC based
on the Business English Corpus created by Professor Wang Lifei from UIBE to explore the applica-
tion of politeness principle in vocabulary and syntax in business English letters. The results are as
follows: 1) At the lexical level, the politeness principle is mainly applied in the usage of positive
words, modal words, hedges, and the second person pronoun; 2) At the syntactic level, the polite-
ness principle is mainly applied in the usage of interrogative questions and conditional sentences; 3)
In terms of business English letter writing, each letter should have a clear theme and a well-formed
structure, with rigorous and formal language. Besides, in actual business cooperations, one should
respect the culture of the other party, respond promptly, and resolve business disputes politely.
All these analyses would enable people to better master the writing skills of business English
letters, to further establish a friendly business partnership, and to promote business transac-
tions.
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1. 5]

H 2001 4Fk, FiisRERk. FE5 EM RS2 OARRIR IR “7C” RN — B EAE N 55 96515 iR SR
B[] “7C” Ji MALFE 56 £ (Completeness) L35 (Courtesy)- 4141 (Consideration) F /4 (Concreteness).
T (Clarity). fAj ¥ (Conciseness)Fl IEffi(Correctness). H:H1, L3 (Courtesy) >R 5 5 A\ A# FHALSH 35 &,
fEid “ROFREA R CORMARR” IS RGN, R OB AR T AT e, 4ESXDTR I
F7 o “7C” JENIH ) Courtesy JF IS Leech HIAL3R 5 W (politeness principle) ) i1 FiE 325 R 71 7 55 9
TS R AL SRR SRt T Ee BRI AT . HAASTEHR T, SRR EA TR, Bk 1 E R
WX ¥ 52 ATy, JFEERR G I RAL, PR AL W TE 7 55 91 ok b i R A
FRAE 7 B SRR

2. EASMATRITR
2.1. XRISGIELHERNIMARIR

D FE2E5K Erving Goffman (1956)f5 i, TH T2 RN S AR 7E A A ATAR E 2 IR B IRIL L [2]. HRHE
Goffman (1967)I1H T 5% (facework strategy), B EHHL N AMIE TR T BRI AL S, 4% 71
F[3]. ZRT, ABRASERA KBS, 0 55450 35 7 (I R 5 B Xk, Goffman (1967)42H T
[ TAE(facework) IHES:, BRI “ AT HAT 5 1HFH — BOMRIUAT 307 [3]. 7 TAER 70 W k.
— KRR VE TR 7 R, B AT B 45355 17 AT R AT e RICIAT 3l o5 — KR A IEVER TR+
Eng,  RENATTHY T 772 52 21 b Jo Vi 5= T 170 K BRI AT 8))(Brackett, 2000; Dainton, 2011) [4] [5].

)5, Brown fil Levinson #f— & T Goffman W FL, T 1978 £ tH 4L 3 18 (politeness theory),

ik
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I ARREAL ST AL B b BT s K f 610 MAEY T 5 AI A, Brown A1 Levinson (1987)RH il 173N
ORI 7 5 AR TP 2. I 78135 M )E, Brown Ml Levinson f8H, #FEAM N TAT NAELER, AR
OUAR B H SR, BRI AR AL 3R W (positive politeness strategy), ¥ #%#L 5% 2 # (negative politeness strategy),
ELHENE 0K (bald-on-record strategy), B4 Hl& (off-record strategy) H S BUM i 1 )47 M (refraining from
the act), LARFARIS X6 77 T -F 4 [ 7]

ALSR G 7R A T NBR A AT BB, 72 A T W 3 R0 U 3 0 2 G RN A A 45 B S e B (5K i, 95 8,
2022) [8]. W E 2% %K H. P. Grice T 1975 42 H 1A 1E i W (cooperative principle)ift — UK 118 & 2% 5
R AR, 1983 4, FE[E~%# Leech $&1H politeness principle, VAT B ATTE#E S AZ A R St A
ST IFORFRELVAE WP ) AR R o 1AL, Leech 48 HY, #L30 J5 WIAE S04t 2 2 bR 455 o B A AR T U LA B
AT R, DRI 3 a0 AL 3 5 0 i 3 e 5 AR SR U I R

Leech fAL3 IR U A0 45 LU 75 AN HE U (Leech, 1983) [91]:

1) FHBEAEN](Tact Maxim): REDikGIAIZT, REIEMAZHE 6.

2) JEMEAE N (Generosity Maxim): /RE/DiLHAEHE, REZiILHOZT.

3) #4#EN(Approbation Maxim): RE/DRIAAN, REZHEI A

4) PR HEN(Modesty Maxim): RE/D#EHCD, REZRHAEC.

5) #[FH#EN](Agreement Maxim): SR D X7 (1405, R B3 INNUT B —E.

6) [F15 HE I (Sympathy Maxim): &8/ X7 (1) [, SR E G IR0T 1 [E]1 o

AR, KT TSI 12 k. #HFER M, ALS0UKF. BIEIRMS R I SR
[EFAAEAR M . R ALK = B NAEAE A 2 AN SR B, =2 i 1m) T35 B itk A (Guo & Gao,
2022) [10]. B4k, Culpeper (2021)H&H T (A)4L5 E 2 i U (Im)politeness reciprocity), 125 3= E35 2 .
5 5% 2 B(A)FLS IR USRS 11]. 7EX— RN o, B H(reciprocity) 1] LA f5 58717 (debit-credit
balance) I FEMI R AR . X — R SEEMH EAEN, EBIEAHALITT S 2 RHEEWIEH, AS
Je AL S S BT FE AL 1T A T 1

2.2. BSEEIBIEAWMRIIR

2002~2011 E[0], [E P 55 JEB 0T 7 e R E . 2009 4, ZRHENNKE “7C7 JEW LS “ARIEFLEA
IV A AR 5ERE” 1 12 N, FERUOVAERGRR T4 ok S AR R A m FE [ 12]. X1 (2011)
A PHEQ2OT)ARYE Leech ALEE W FI7S 25 B, 20T T AL 30 i I TE B 45 D545 oR e (0 B PR B 13] [14]6
PREWEENQOLL)FE H, A5 oR FE A BRI I R 55 & G BRI, HLAMSA oR Fa e Bl bR 52 5 R R FE R I — R
S Thie s 2 A s FALSR A A ER M 45 R [15]. EZEBL(2016) KBRS 7T 715, IMGeit 5l ok
HARGIHT T 06 2% 91 bR HEL R R B VRSE R RRIE 16] . 1 55(2021) [RIAEAKSE H A R 25 218 pR FERLEE , X LK
B S B N T &5 B S AR CIRIE (I LA R 225, N S 90E(S R SR H
AT FHBI[17].

SRIM, AT AL R W 7E 75 55 D08 R ORI 78 9 AT ARSI v 32, SRR AL o bR e o A
B E P AEINEA VRSB, CRUERF TCERE R AR, AR UK EER %5 981515 RiE BHE BEC &
BUS A SRR A = T 07 80 MERIREAS, 347 M R i 12 43

3. fIREES A%
3.1. FisRiEER
1) BialVC T, AL SR T ) 75 78 45 D U8 pR L R o (] AR 2
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2) BRAVETT I, AL U 7 55 2 1 bR HL PR AT (AR L ?
3) BRIANCAIERESN, A IREE AN G 5515 BR AL S A AR R 3R ?

3.2. HIRBESE

FEMCTE ) DA S b, B 503 20 AR FH LS 7 55 SE1B A5 BRAE RHREAS, 1B 70 45 SR A5 FE AN RL
FERZBNm . N, AW T T 0 ANE BOK 5 AL AR I 1 7 25 9415 75 KL E (Business English Corpus
(2M words, created by Lifei Wang, UIBE)-CQPweb), M ik H i 45 951515 i 1 Fr A 18k, A8 4458 BEC
HIF iRk . BEC RS 356,537 7, 2375 Rpi S5 Sitfa . HNAESE, HRES, aTHTH
55 VG R HL IR AF AT 7

B % B AR A (Query mode), # “Restriction” B E N “Subcorpus: BEC” J&, ®[7E_LJ7=s HAL
XN 1) T 25 S iEAS bR R BEAT B A R AR AR R . R F, CQP syntax H TR E 4415
%, Simple query (case-sensitive) FH T & #4462 H.[X 4r K75, Simple query (ignore case) F T~ fj #4622 (H A
X K/ANg. FERRERES, NRIETFRGERE S, & 1 KRR NS RIS s A 75
80 LA k.

Table 1. Search content and word frequency

F 1. WRARRITM
X A 2R 1] KRN EERGIL SN KRR W CREA T

appreciate

appreciates

appreciating CQP syntax

. appreciated
“appreciat.*” Subcorpus: BEC 869.47

appreciative

appreciation

thank
“thank.*” thanks CQP syntax Subcorpus: BEC 922.77
thanking

thankful

please

please Simple query Subcorpus: BEC 2897.32

(ignore case)

pleasure pleasure Simple querys Subcorpus: BEC 238.40
(ignore case)

can
could

would
[pos = “VM”] will
shall CQP syntax Subcorpus: BEC 17622.29
should
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Continued
may
might
seem
“seem.*” seems CQP syntax Subcorpus: BEC 84.14
seemed
Simple query .
perhaps perhaps (ignore caso) Subcorpus: BEC 92.56
often often S.1mp le query Subcorpus: BEC 95.36
(ignore case)
around around Simple query Subcorpus: BEC 137.43
(ignore case)
Simple query )
you you (ignore case) Subcorpus: BEC 24743.58
Could you Could you Simple query Subcorpus: BEC 109.39
(ignore case)
Would you Would you S.1mp1e query Subcorpus: BEC 249.62
(ignore case)
If you If you Simple query Subcorpus: BEC 2111.98

(ignore case)

TERNC A, 44738, fRiA “appreciat.*” ,  “thank.*” Fl please 7E 1A X N Ihfe LAHML, H1&iA H
AR S, RIEAT 4323808 “RRAMAE” o« P, “seem.*” , perhaps, often Al around ¥JHEAE AR X,
DAL 73 2R “RERIRIIE” o DMl[pos = “VM I ELIE & WI1H A3, # can, could, would, will, shall, should,
may F might A B350 FA “1BABNIE” o you I LA R “ 58 = AFRARIA 7 o #EA)VEJTTH, Could/Would
Al “EEIRA]T 5 Ifyou Rl RN “HRAER)T o WS EIE 2.

Table 2. Classification of the search content
2. REATHDH
4% Kot K Py 4

“appreciat.*”

. “thank.*”
R AL
please
pleasure
can

could
i would

will

FE e
RS Ej] 1] shall

should
may

might

»

T
i

4
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Continued
“seem.*”
. perhaps
. |
ik often
around
5 ANFRAR A you
) Could you...
! 5t i) 71
GINS Would you...
FAEH) If you...

4. BER5VHE

BRI IR 0, ERR DB BRI K R SRR IO B LR . #5008 Start query 6, 1T
R o2 R

4.1. WCHF @
1) FRAREVE A A

%) 1: 1 would appreciate it if you would tend to this matter as quickly as possible, since I am sure that you can un-
derstand my reluctance to order any additional merchandise from you under the present circumstances. (XH BL00982)

%4 2: We thank you for your email enquiry for both groundnuts and Walnutmeat CNF Copenhagen dated February,
21. (XH_BLO01085)

%) 3: If these are acceptable to you, please countersign the original copy of this letter and return it to me as a con-
tractual statement of our working relationship. (XH_BL00017)

%4 4: It was with great pleasure that we received your recent order which was entered for immediate shipment at our

regular 30 day terms. (XH_BL00915)

BHEEON, ERE MBI 4T, RAAEAY, WRestFEMm AN . JEH, &
SR 2208 H O UK 28 115 S g SR, gk Sl g = . R, AR AT T, BEAN
FEAEAE ] — Lo BRI, Rk G A Y AR . X SR IR BRI R ARk R IA S5 N SRR R)
HKETESE, A RBEREX TR EERERE. B, EXF 1 X—iFEREpF, SEANEHAB
“appreciate” —1a| ] 4 WERES, WANBAS NTHFRIHE. FFE, 263 /15K T S8R5
RISy, f8H “please” IX—FLEIA W] A FER I XA 77 (B . bk, i) 2 FIERB 4 B, 0T7E
ERFEL N IT R, S5{E AR “thank” 1 “pleasure” FARIANL, PIEEHEEZE.

2) 1EA B P8

% 4] 1: Can you give us some discount in replacement of this machine. (XH_BM003965)

%4 2: Could you complete the enclosed recommendation form and return it to us. (XH_BL00191)

%4] 3: From the information we have obtained, however, you appear to be undercapitalized, which would make it
difficult for you to meet our payment terms. (XH_BL00141)

%] 4: Enclosed is our preliminary schedule for the conference which will be reviewed in weeks. (XH_BL00033)

%4 5: Ifthere is a deficiency after said sale, you shall be held liable for said deficiency and judgment may be entered
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against you. (XH_BL00744)

%) 6: In this letter, we are enclosing a pro forma invoice showing prices at which the goods should be offered for
sale. (XH_BL00010)

%145 7: We apologize for the inconvenience this delay may have caused you and look forward to serving you again in
the future. (XH_BL00388)

%] 8: When you call, please have your account number available, in order that we might have quick access to your

file. (XH_BL00581)

PRI 55 L5 A5 BR rh i S R I A SR S IR S & . BLAE 5 T R AR G A SRR
IEEMIERMTE, @, ESFhHEEE LN IEXSHEmZEi. Flan, FEEZ T HIER,
Z0 2 BEELGM 1 IHACEINRAN . AL, HEA SRS EHEN “RTREME” REEENE,  “RIRerE” R
JiE A will > would > should > can > could > may > might. R 4 H i “will” 5 77 EINfESEAN
e VA ER W H BT E R & 2003 4, 5EAH “would” —iaZ:its i xf 75 Al e ik 2 515
JrAE R, WEINZRBERA . “should” ERHAEMN Ko “HLIEHMZ" , HRb] 6 migH kS
b CRNRT SAERVNEN . B0 7 T, BE AR ITIERAMELS T, K E AR “may”
A LT IE ANVE” AT RE TR AR S . TR 8, HAE N ELRN T 1 I A A K S DA
EA5 7 e P A B 7 SO, AT Y ¢ might” 54« A B0 7 SO AT RE AR AR, BEAh, “shall”
AT E ARG RN, RRES, mm. s, 2005, SEANESYTEERENAS
T, X5 RN T AT

3) AR ] (145

%4 1: We have invested much time in attempting to work out arrangements for the payment of your account and it
seems that each agreement is met with a lack of productivity. Therefore, we must insist that payment be received within ten
days of this notice. (XH_BL00741)

%4 2: Perhaps you have overlooked the fact, but your account with us is currently overdue. (XH_BL00979)

%1) 3: Often we wait until after the contract has been signed to assign a permanent client manager for an account be-
cause we want to make sure there is good match between that person and the client. However, we’d be more than happy to
begin discussions about potential client managers earlier in the process if you feel that would help you make a decision.
(XH_BMO003574)

4% 1) 4: The entire cost of surgery is approximately around $50000 which includes hospital bill and medicine expenses.

(XH_BMO003929)

B AL B AR TR F RIAE A —. DIBHIRE SCS AT, HH TR SEIEER S, B
FEEAEIE & ALS. R 1T, ZHROTHA R EAAE S B AEISSHEVPRIE S, S A AT
WA “seem” REEMREIK T, XTI B0, HOEAE 1T ALSUE N B[R HE I o [RIRE, 8490 2 5 i,
XTI L. R AIE T IR XD AR, B S N ATEOA “perhaps” A5G 77 K
I SR AR X T B8 e A, R i) R AR B BB S, SRS AN IR A g, DRI A [ ) Akt
Blan, (ERE 3 WE—AT, SENHERE “often” RUEFIHN NEETREINEGRBEANE
FHRIR— A KR A, BT —RDORERT, SRV RIE RS N A S % 2 A RIFINILRCE,
GG T R R E i 5 o B, AL SETIR T IR . 261 4 L BEHA “around”
W] 50,000 KITHF AR IF AL AEAEE, #HVINBETRAITHA.

4) 5 NARAHE
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%4 1: You will get the opportunity to take advantage of special sales, meet the sales management team, and enjoy
great refreshments and entertainment. (XH_BL01327)

%141 2: You can contact me for any further clarifications or information. (XH_BL01122)

FER S IRER T, A REMAFLLE AR “you” ENFEE, BEFRA “You-attitude” LK.
—JiT, “You-attitude” fERFUE NN T EIT K ZHE B RIE XA CHIE R, FMRAFE “7C” 5
e & I (Clarity) 5 . 55— 5T,  “You-attitude” K Xf 7 A 1E ohoy, BN 7 B2 BB AL, M
WS KU ER R IEAk,  “You-attitude” # T4 3845 XF 77 Ui 2, BAFR X X6t 77 i 2 1 & U1
WOBAE T ALS R ) ) SRS I . 5 1, SAE AL “you” {EEIE, EIEEMX AN SZZRME
BB R, R X RIS ). BB 2 HA AR S E NSRICEZE R, & Axt
TR

SRIM,  “You-attitude” IR E R A A 5. MppRKRAER, EEMH “You-attitude” KA 15
TR, SR T A .

4.2. Gk HE
1) 5 7] A F) i FH

%4] 1: Could you complete the enclosed recommendation form and return it to us? (XH_BL00191)
%4 2: Would you make immediate arrangements to pick up the wrongly delivered items and send us the items we

have ordered? (XH_BL00410)

7] “Would you...” Fl “Could you” 7E BEC B} F ({8 FH A28 35 =8 B4 B /5% 100 LA L,
EIIE 1B 22 81(2016) [16]147 5 5E 1) ) AL RS 95 901 oR FELE R EE Hh my S FH I 450 FER S5 SEiB (S iR, i
FH%E i) 5] 0] DA 8 L2 B4 X 77, ANTRTAR I X6 0 7 A i AR B e . S A A L, 5 i) ) ) ) 5
T REHMBEFENRE S, MAEEE FiAar4, BULEE R ) v A 4 7 i1, RGN 7% .
B, R 1 SUK “Complete the enclosed recommendation form and return it to us!” FI#T AR5,
BRRR T RS, SO EXT T T [FIRE, B 2 WA 75 AR = SR 7 B R
"W, HEEEITITWR YT L EETT .

2) AFA) AL

%4 1: We would be very grateful if you could give us a complete description of your services and send us all the re-
levant literature. (XH_BL00235)

44| 2: If you have any special requirements for artwork, please send them with your advertising rates. (XH_BL00053)

FEARZ SFATA) S LLAf 51 S SR AR R 55 S5 0805 e h I O HE L. — T THT, RS SBE R
HAE AR AR IRV E R HH SR . Bildn, BB 1 AER SRRSO T SE B A A A R AR S5 O FKE T A AR
KERFAGEN 5 J7H, 59805 R B SO 7 3 8 2 e+, DUR R 5505
XS TTHE AR ARG X T SR A AR R R IR AT R AR . W] 2 h, SNSRI TS
QxR A R R EORATRE T S H R — RS S E A

43. HitEA%E

LA MR A3 R TR 1 AL S0 Ve A i 0 76 725 55 S50 B0 R (10— 2838 o SR T AE S8 B B i
A HABTT IR ERATREGALIUT H . B, M5 IS RZ —MIERISO, AR A S 15 SR
IEAERIE . BEAN, B S IEEME NG RGN, IR 50, BRI L. BN, 55 “We could state that we
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will appreciate it sincerely if you can pay attention to this matter as soon as possible” #HLt, “Your prompt
attention to this matter will be appreciated.” FIAH i 7 8, HHWAELEZ . HIK, NHEEHE, —HE
B AR IS — MR JFEMEIFE TS, —BEH0 RIFIME S ERIEH h 3~4 B4k, HEBRKE
FUBMT, TR BeAh, FEURENE RS NN B IR B N TTE L, 0 TR R B T A A
W JCHORALBRELRE N, AR A5 o Wi 5T AT A TR ABE -

TR BEAT R L & AE, 52 5 X005 RPN AL . SR LR TR S50k b, 7 AR 20 ORI 5 i
IMEREAN TS . —T7 1, 3T IOV X 7 R I 0 7 18 A, AT FE R, R SR A,
HRRR BN RAE T . 55— J7 0, JIETTRBS TR I, FATSERE A, CRAFM G, B FHX 7 .
BeAh, FEREAT E bRy, FRATR 7 MR J7 ST 5, BB J7 B XUA I8, e iz HIAL S0 ) s
FeAEBRIRRS o

5. &5RIE

AR NIRRT TR 1 AL SR A A B 55 S A A B ORI, JRRHE 1 BRIRNC AN A
IEAPSEM 7 255 BRAL B AR 3K o AT, AL SR Ve R U 7 55 D T R R A S P AR IR AR AR 3]
I 5SS BRI ES — NFRAOAEH b o AOVETT T EERT 1 58 1n) R AP A ) 78 7 55 901 R PR TR )
R BEAh, FESERRR S5 9GRS M S Ed, EHE RN T, BOEE AR, fiwemiE, fEe T .
FESERRRG S5 A fEh, NI RIS TTE R, RO T5 A at, AL R 55 5+ i o

ALBUR N IEARE TP A S BRIE L, R AE SEPRBE ST R 55 & b, AT B 77 3k, FOsA
s AG AR AALBUE N SCIAC PR H 8o ALBFFAR—BRAAE, ALBREIE 2 B3 A B X5 A58 3 R A AZ it
AR R M . B, A RIS R 7432 Yo .
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