商务英语写作范文
商务英语写作应该重视起来，如果觉得难度不高，可以不用花费大量的时间在上面，但是定期的练习、复习必不可少。
商务英语写作范文第1篇
DISPUTED BALANCENOTICE

Date： _

To： _

We are in receipt ofyour statement dated _， 19_，indicating an account balance of $_.

We dispute saidbalance for the reason[s] checked.

____ Goods billed forhave not been received.

____ Prices are inexcess of agreed amount.

____ Prior paymentmade in the amount of $_ on _， 19_.

____ Goods wereunordered.

____ Goods weredefective as per prior notice.

____ Goods areavailable for return as per our right of return and credit.

____ Other [Describe]_

Please adjust ouraccount.

Very truly，

商务英语写作范文第2篇
GUARANTEE

FOR VALUE RECEIVED， the undersigned hereby guarantee absolutely and unconditionallyprompt payment of the within Note and agree to pay all cost of collection，legal expenses and attorneys' fees， incurred or paid by the holder of the within Note in the collectionand/or enforcement of said Note and the enforcement of this Guaranty.

No renewal orextension of said Note， no release orsurrender of any security for said Note or this Guaranty，no release of any person primarily or secondarily liable on saidNote(including any maker， endorser or guarantor)，no delay inthe enforcement of payment of said Note or this Guaranty and no delay oromission in exercising any right or power under said Note on this Guarantyshall affect the liability of any of the undersinged hereunder. The undersignedexpressly waives presentment， protest，demand， notice of dishonor ordefault， notice of acceptanceof this Guaranty and notice of any kind with respect to said Note or this Guarantyor the performance of the obligation under said Note or Guaranty.
________________________(SEAL)

________________________(SEAL)
商务英语写作范文第3篇
Dear

I have written to youseveral times over the past three months requesting an explanation on why youhave failed to bring your account with us current.

By ignoring theserequests， you are damaging theexcellent credit record you had previously maintained with our company. In addition， you are incurringadditional expense to yourself and to us.

Unless I hear from youwithin ten days， I will have no otherchoice but to turn your account over for collection. I am sorry that we musttake such drastic action but I am afraid you leave us no alternative. Youcan preserve your credit rating by remitting your check today for the amountstated above.
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Dear

After careful reviewof your charge account， it pleases usto inform you that we have increased your credit limit as follows：

OLD CREDIT LIMIT： $

NEW CREDIT LIMIT： $

Furthermore， this change in account status qualifies you for use of ourinstallment account. Should you require additional information about thisnew account， please see one of ourcredit representatives the next time you are here for a visit.

You are a valued customer， and as such， you will beadvised of our special customer sales， which we have from time to time. We appreciate your continuedpatronage， and look forward tobeing able to assist you in the near future.



