ERE4LicBLAETRALEI—%EXD
- closing #HEHLIZ -

INERIA (ZHPEE)

HERALHEAPBNELEY RFAL X —DclosingPo 2 H#E L THD L. EHEDOMIZ
fAIPARERBENEDHBLOSEHELVELERIT R, —ET0xE. HRAZ LT
FORADBER UT=closing# 3R EIL T, £o20E5 L BEXFEWMBATH 28HKIT.
EERREAE LY —2EORTRELTOBENSHRTHD. £ TERALBRAY
R UREXEYRAAL Z—Dclosing¥ A% B L. BRAEIRAT L ULTEDEK S
R EIHEL TclosingBpH 2EM T RNEDNZZ X THZ0,

A. FEH ADMEBK U Fzclosing paragraph®f :

1. This claim has been pressed repeatedly since the shipment took place in

1982. I really do feel there is no likelihood now that the shipowner is
going to offer any compensation for the losses reported in Nigeria.

2. How soon could we expect delivery after you receive an order ? Delivery
point is Needham, Massachusetts. We do not have a railroad dock at Needham.

3. I am somewhat disappointed, since I expected an improvement with the use of
a lower current density. ’ '

4. 1 trust the analytical methods will remain confidential between the two
companies. .

EROABEBRATHDI L, BHTERIZLI—BRD o1, HDVIE. Thidiclosing

paragraph/= A5 &S HIR %221 3,

B. HAAE YRR MR U -closing paragraph®f] :

Tit. BEADPERT Bclosing paragraph®BE WL DR THE S,

1. If we can be of any further assitance, please do not hesitate to contact us.

2. We look forward to working with you to increase your sales in this territory.

3. We feel sure that the conditions we offer are fully competitive with those
of other suppliers and hope to receive a favorable reply from you in the near
future.

4. We therefore would like to ask you to reconsider our original offer. We feel
sure that our combination of reasonable price, high quality, and attractive
payment terms are unbeatable and look forward to hearing the results of your
reevaluation of our offer. :

ERABEEDHT. BEAE T X AT HMER U =closing paragraphiz B3 2%EH& DR

BRDEXSZHDTHD :

- "look forward to hearing from you”. "hope to receive a favorable reply from

you”. "do not hesitate to contact us” &\ o F=ERH TR XA closing para-



graph»& 4,
- BRADEWI-closing paragraphif. L T. TETH 3,
C. HARADclosing paragraphic 3 3Ex 5 :
IR A XB.DIK AL BERAIZ K Bclosing paragraphDEH % Ll L TH B L HHOM
WZclosing paragraphiZ¥3 3 SPDEXFDENEDH DL SICEDLRD. TOEXFD
ENIDOWTREDBTI08, BOPLEUBZFRER. BEAALCSRAAT U B—BHIIE-T
HIETVRAL I —DEEHBRBES FE3 0o+ oMK LE-T. 2o
—ET% Sclosing paragraph®FZ HICH L THIFLALHMEEF > TV RVILIES
EROLND, TR —BHUTARACTRAT VR EDXSIBEXF > T, BX
EYRAL X —Dclosing paragraph%EH L TWBDTH B 5 5?2 EHDOHANTE AL -
EVRAAL I —DECEERTEIEELALEIREXF TEATOEIDTRRN LY
WS ETH B,
D. HEAXEVRXALZ—DED
T, HRXEYRAL XA —DBCR2ELBEDEBRELREDEIZHDTHB 502
PHPRRERRD TEVXAAXENY F 7w 7| BROXSIHHAL TS :
IRXE., EX (BX) B Do 5FLHDT, <BUTDHNEDD>LEREZ> TEK
Thd, ELREARIPIERICHRZEEE. HDOIDEEBRL T, WE22Y THEE] T
BETLHH D, BRELOIETR, AERTIOOEY, TOHGHRICERR
FTBRILRELST, AHRESHLDOAV v bHHBENE, KL EFESIFESHBI0. |
REFIEANCEDLRABIARALE LT IBHLLEBEIRARLDITET) . [ZH0ED
DEPRIRER UHITET] . SBERAULKBIIZTEIHECELSITES) .
EERTBHEOCELH DL, THOTKREIEBVLLET] . oo
2EF T3,
CCTERELEZVOR TR, £X (BAX) BEboohbD...] EVWSETH 3B,
HRIETRAL X —DRBHEIE—BAIZIE
BixX: EHE (FRRY) .
RECRE (Bl : BEOBERY — AWITBIEHBHB)
HE - B#HOHOED (f: BHBAUEROBRSBUHL LY ET,
BHoEKIHE L THEEENOEEER
EHYVEL<HILBELITET, )

CEX: EERHL (T, )
B

H#
KX : KRDYORY
R (BARY)
EROTHY, BREAXDBUOHTHEIABRSATEY. RXD TébhokE) &
BIRD K S IR HOREROBD THRLZ TBES] KRRV EESILTH B,
E. Sense of Closure {ZzDW7T:
HEAEYR AR VE—BHOI. CORZEEAXESIAL I —DRIOKBAEZIT-




"Sense of Closure” %> THEIXET X AL ¥ —Dclosing paragraph e L. £DHE
AR DE S RERLE S X AL X —DETDORBIIT o729 L& S HBRASB N2,
EXE T RAL X —Dclosing paragraph THEDHON WAL EZEH L THIH D L HEH
Ehd, 5 LI-ERAGICRROMRLDHBH B,
1. %e look forward to hearing from you.
2. We hope to hear from you soon.
3. Please feel free to contact us at any time.
4. If you have any questions, please don’t hesitate to call.
5. Ye thank you for your cooperation in advance.
6. Trusting we shall have your cooperation in this matter,
F. BRAEYZZAT PR LIz ELEY R AL ¥ —Dclosing paragraphDEE .
T ZT. IR DB.4Dclosing paragraphSL ¥ —ZEDH T, LORLEHFERL TS
DOrEEBELTHD.

Thank you for your letter of 31 August 1987.

We have carefully considered the matter with the manufacturer but regret to

say that we are unable to accept your counteroffer. The price you propose is
considerably below those of other suppliers, and we do not believe that you will
be able to obtain equipment with the performance you desire at a price lower
than ours.

We therefore would like to ask you to reconsider our original offer. We feel
sure that our combination of reasonable price, high quality, and attractive pay-
ment terms are unbeatable and look forward to hearing the results of your re-
evaluation of our offer. v
ZOL Z—pFEhrNIbusinessDEUVUWEREFPATH 205, EFDHRTIE. closing
paragraphid”We feel sure that our combination of reasonable price, high quality,
and attractive payment terms are unbeatable.”DHDHH, T DLH DofferHIEE I
competitive TH V. HIETARBFHLHBEBNL OV IRVEIREEBEL., KVGRHLEDR DB,
2%0, HEHORRL TR HERNI 2V HMHESLVEL. Bo0MMK L T OfRY
HAYZunbeatable THNIE. reconsiderU TEHR U R ELBHFIT ILBERERVWDOYT
HB, ¥R, BEHLUTEEOSHERULELEHICOE, HXEEZOL B
EDTEEEBYVETER. BEVBELSFET. BE BOAEFBEVE] . ok
B, 0B, HEXEC XA L X —HRTEXITIZsense of closureilE DWW THPN
FEIEIRALI—L 0 EHIRETIT B, ’

G. Emphatic position ¥ U T Closing paragraph:

T, EXETCHRAL X —DH T, ZDclosing paragraphidfidparagraph & D ELEIT
BOTEDORRMBHLRFE R > T30, £, EOXS2HEER-TILE
HHFEENRTOBIONEEZEZTHIW,

Ruth G. Newmani¥”The things you say first and last will have the most impact....
"LRARTH Y, Mary Munterid ik DBE72"Audience Memory Curve”iZ K ¥V 3ZFE DS nessage
DENLEROBSE2ZEIRTET I ERLTVS,




Most

Least

Beginning : End

2% Y. closing paragraphidopening paragraph& FEIBRIZ. message®ZFIIHBIBFTE.,
ZFOTBIEDHDELENERZIEFECEERB LI &R S,

H. Closing Paragraph®fE 75 :

Tk, ZFIZ@Oinpact &5 X5 LK. o> TXFDORLEIInessage® & D HRAYIC
FHB I EHH MK Bclosing paragraph BAEHIZ EDRIZE S REPTHE 50?7 DR
T3 BKE DBusiness writingDEFIRDEBRIE KRS, ROKIRHDTH 3. EfIH
closing paragraphiZifEHh 218 &, EUB LR ERTHOFETH D,

&& FEB

Sense of closure Don’t introduce a new topic.

Decide how you want to close, say it once,

then get out.

Strong final impression State a main point or reiterate important
’ points

Avoid weak closings (avoid cliche and

participial endings)
Induce action or attitude you want Give a reason to respond

State desired outcomes

Recommend actions or steps to be taken
Establish goodwill
— BT o T, FRADVER U F=closing paragraphid EFRDO X S ICEFERH L ALITE
EZFRIHMOBRLIN. ZRLHOEREEXDZ L E2EE L TEIPATVREIICR
bhd, TOZERHMAD (Fox2BFESLBEXRFLEWMRTHILAMI. KVERER
BEELZ—LEOFTRLTOB LV SER] OREIR> TOBDTERDPS S 5,
I. Direct strategy vs. Indirect strategy: '
EFRD XSz, closing paragraphiZiZ WL DL DHHFEI NI BB L TN ER-THD
FEBBEHB, UL, THhH5LThclosing paragraphiz BV AEFNRIELZ SHE W3 & T
Wi, EEREIETRAAL Y —2FL BEHL/EDORFIC R > TR F B 2R
FThiFX, {BU. closing paragraph/=iFdletterdf T, MZ U THEET AL IEHER
T TRPRTHRENE, letterddH 5 —DDenphatic position T Bopening para-
graph®least emphatic position T3 B niddle sectionBED X S RIFEIE R -3 MK
5,
opening, middle, closing paragraph®{&F 2 &KRaF3 2 iziEk. WH P B "direct strat-
egy” & "indirect strategy” & i>> —D®Dbusiness letter##H < FHEDYMEERT B
HERH B,




¥EDbusiness writing OHEFARIE., KREETERTHSHAPHNOABTEHHET S
direct strategy¥ least controversial point. Ei®. HIRDH.LHP S I TENT:
pointh SA-TITE. A4 RBPERLANEEL TRLAXHLITEY . BRRICEREDRNS
indirect strategy® £ YA ADRKFIGL THEOD I ZRETHILEHRL TS, D
FEEEZII -2 avieBiF 3 A vtA PDiEEinverted PyraniddF 2 & 3.
V3 BHERAD—BRULZERLBBRIBDTHS.

Tit. direct strategy&indirect strategy2 > ZDDERMRZT770—F%2EDKD
WENHFTRIEZ DT A5 5 2 Haryann V. PiotrouskilZiRD & > 2B HEMER T
w3

- How interested is the reader in the subject ?

- Does your reader have bias toward your conclusions and recommendations ?

- What is your credibility with the reader ?

S0, BERZTOAERAKAU-AKEZ > TERVWS S REREZIIC. HEFEHR
ZOEGIEEEE > TWBHEITiE. BiRDprocessizt DL AELDH B7-0. KRk
BEL TR ; SERTOAGICH LAABR LR TEEORE. RidplusDR AR LR
> TW3BEITRE. BROJESRITHIE->TL B, HDBEIRX. HRTHEHDDHD
BREBEULR. SREVSHIITS; EFORFIHIIEHESETRE. iRt
Sz, BEIHREBEOE - BRTEAELX LT THOBREBAB, W3 THD,
F3 & Y. messageDHIH & U Tinverted pyramid® B\ i, direct strategyd ik
QI 2= —a VBV THETRZ L., WAL &> Tk, indirect strategydShE L
WIS LI B, EVRA 2 ashr—a YItBOTRAFE2HEEREZ SRR
DT R S B7-%. Eidindirect strategydFERRKBBERZ 770 —F 203 2iIIR 3,
E 72, NewnaniRROBICBHHL T3

The things you say first and last will have the most impact; so if you wish to
deemphasize or "bury” information, place it in a middle section of your docu-
ment. -

TROB, FREDEVRAL<SZO. HIVR Bil-8EL< 20WBEILRER%E

" middle sectioniz @< ¥4 S indirect strategyDEREDLNZIDIITH B,

J. 3% - BRAEY X222 LTOYEES (opening paragraphd EHT) @

FRD TETRALEBNAY KT v 7] RRDEIRBEXESRAL X —0BIH S :
X1

Bl BERVOBIELTIHTHrOELHILBELLIITXT.

XT. XAH10H, REFEZTVHLELE, BHUBLO TH]oMEIc>=F U THE.
Bl LELTRFUFVDBRTHULTHVETOT, CORETREBORIED
BRORMIICXERA,

: :ﬂ%ﬂ@iﬁ Vi ® il o o
X2

&% OB10BM4YHABESOSIEVAEXVWEUELRFI20 0F . EX%ED
REL & VAR (158) 2BR, THERIVEXEREDERV] EOSERAITEN
£ Lolc.




ig.z‘:kﬂibbb‘ ‘Shiﬁ‘/\ﬂb‘ 7 1 Wiz E i SBREV 3
R HE VT BRETIXL

BRREBERPENTREBIIELE TS ¥I3F58LHBEAULIBECELHY
=3, :
E & &Dé§ﬁim0ﬁb®&@hiﬁ A
XH3

B BHIETEITCHRBOILLIECHULITET. B4 BEMEHBYES
AILBLBTET.

. CRADLBVHERROERZ SR MBI RLANEE>TENYEL,
WHicHEE UTRERTIROASEL, FHURMERELKVAR MY AILHERL
LTENDELRER, ChETORAMR TRTERFIHT BB LR ICEEI
BoTENDELE,

DEFL TR, FILBELES, JHEI XD A & EFOBHCENIT
RETIXVET, Rt FEECREBDD ATEREVLEEET IS BECELHY
=9 A

ERIFIOFHEROMBII THES NS T, XH 1 RERE - BRORE 2R idirect
strategy. 3(#12 itindirect strategy®ZE&!, (H 3 ikindirect strategy THEHIPN T
WA B hB, 2FEY, THhE6Dstrategy BRI ETRAL X —REOHDTRZL
DTHB. £1-. ThooXhr s, TSE&KMD - - -1, TETER, &HEE - -
1. TEHETET - -], EBLAEHD-. « <] Lo EE - BEPKDLYD
BREABMVRBRTIE. TOFFHBIZRLUTHIRYVEILETRAL X —ILGEVAR LB
WCRRBI BN B,

2%V, HEAAL UTERERLERUZ2HHABRNE, COEKSREEALETSRAL X —
WA RREORE. KT - BB ORE. ROV oRE E2EH T, HEXKHRsense of
opening THHOTHEILETRAAL X —%FEH U, EKA2sense of closure TH- T
OB EPERHKEBELBZETRAAL X — %ﬁ(*ﬂbkiiéc‘i%&ébﬁ’(béo
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