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Unit

Geneiral Intrroduction

Foreign trade letters are of great importance in international trade and
business communication. Today, they are more frequently used in forms
of notepapers, telegraphs, faxes, e-mails, etc.

This book mainly dwells on 11 types of foreign trade letters widely used
in foreign trade, which are about:

® establishing business relations;
credit and status inquiries;
inquiries and replies;

sales;

offers and counter-offers;
orders and confirmations;
pay'ment;

packing;

shipping;

marine insurance;

® claims and adjustments.




:

BRI XENas Y,

;

",

Layout of Envelopes

When you write an envelope, you should put your name and address at the upper left corner of
the envelope and the recipient’s name and address in the center of the envelope. The following

is an example of a standard English envelope.

[Your name]

[Address] 33%
50%

Generally, the information about the recipient is laid out in the following order:

e recipient’s name (if known);

e company name;

e address or post office box;

e city, state, and postal code;

e country (if it is an international mail).

For example:

Susan Jones

ABC Company

1234 Main Street
Newtown, NY 20022
USA

LI‘\_MJ_f\_f\J\_f\_




Unit 1

Layout of Letters

Generally, a foreign trade letter can be divided into three parts: the pre-message, the message,
and the post-message. It can be further divided into 16 segments.

The structure of a letter is demonstrated in the tables below illustrating the position of each
part in a letter. After that, all segments will be introduced one by one with more details and

examples.

A

Modern Truck Letterhead ({Z3k)
234 First Street

Newtown, NY 20022

Tel: 01-2-555-1212 Fax: 01-2-555-4545

September 11, 2006 ~ Date (E1%)
Joe Martin Inside Address ({5/shit)
First Trucking
5656 North Willow Road
Middleton, NY 20088
Att: General Manager Attention Line (#5HBU{EA)
Ref: 12-5-56A Reference Number (%)
Sub: Replacement parts Subject Line (¥ / F#17)
Dear Mr. Martin, Salutation (¥FR)
NG J




| Message (Body)

Valley Truck Supply is now in a position to reduce
the cost of your truck spare parts. This is due to
our growing number of satisfied customers over

the past few years.

Opening Sentences (7f:LiE)

Volume discounts are available to customers
buying as few as six of an item with, however, a

dollar minimum per order.

Please refer to the enclosed sheet for a list

of widely purchased parts and the discount

Main Body (T EE%)

We hope this program will help you provide
faster service to your customers. We look

forward to continuing to serve you in the future.

. .

Closing Sen&enctes; (G5 RIE)

. Post-message

Complimentary Close (45 E#i7)

Sales Department

Sincerely,

Tk Smith . Signature (£8) -
John Smith shesn s
‘Manager PR

JS/aw Identification Initials ( {F & ¢ &
A5/ TEAREAT)
Encl : List of Available Parts Enclosure (Hift)
CC: Bob Wood Copy Notation (#)3¥%)
P.S. ;
S Postscript (f{4) )




® Layout of the pre-message

1) Letterhead
Companies normally have their own letterhead templates customized with the logo,
company name and address. The address includes street, city, state or province, postal code,
and country (if necessary). Many companies also add a phone number, fax number, e-mail
address or website to the letterhead. The letterhead can be on the left side of the page, in the

middle, on the right, and it can also be put in long lines, e.g.:

Total Communications

1234 NE Central Road

Camas, WA 98607

Phone: 360-555-1212, Fax: 360-555-1515
Totalcom@communication.com

2) Date
All foreign trade letters should be dated. The date includes the day, month and year. There

are two basic forms of dates. The American form is as follows:

September 2,2006 7 J
da—a sl i =

The British form is different:
’ 2 September 2006 J
PP =P PP il

3) Inside address
The order of the inside address includes the recipient’s name, title, the company, then the

street, city, state or province, postal code, and country (if necessary), €.g.:




AXSARE |

Charles Staples
General Manager

7 Studios

11943 Montana Avenue
Los Angeles, CA 90049
USA

4) Attention line
The attention line is optional. It is used when the inside address includes only a company
name. Its function is to tell to whom the letter should go. We can use such abbreviations as
“Att” or “ATT” to indicate the attention line, e.g.:

— - 7}

Att: Charles Staples, Game Designer
ATT: Mr. George Williams

Att: Sales Manager

ATT: President

5) Reference number
A reference number may be an order number, invoice number, part number or date. “Re”

and “Ref™ are the most common abbreviations, e.g.:

Re: Order No.789
Ref: PO No. 345
Re: Invoice No. 456

Sometimes, we use “Your ref” to indicate to which letter we reply; “Our ref” is used as the

reply letter’s reference number, e.g.:

Your ref: CNN/255
Our ref:1234/BD

PR NI o N i




6) Subject line
The subject line shows the general idea or the purpose of the letter. It features a word or two,

or a short phrase. The subject lines appear as follows:

Sub: Thursday’s meeting
Sub: Sales conference
Sub: DELAY OF DELIVERY

Sub: Request for price lists

B L N o N o S LR G SSS G O

Usually, reference numbers and subject information are combined together to facilitate

understanding, e.g.:

Re: Account No. FG 1234
Billing Dated 10-4-04
Errorin Billing

Sub: Order No.1234

Price Reduction

7) Salutation
A salutation is a way of greeting the reader or addressee. The name is usually combined

with “Mr.”, “Mrs.”, “Miss”, “Ms.”, or an official title like “President” or “Doctor”, etc. In

American style, a salutation ends with a comma, ¢.8.:

Dear Mr. Smith,
Dear Mrs. Jones,
Dear Peter,

Dear President Jones,
Dear Professor Qin,
Ll ™ el ol el il el sl -l -
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If the addressee’s name is not known, you may use his title, or address the letter to his

department, e.g.:

Dear Sales Manager,
Accounting Department,

If the letter is addressed to a company or organization, you may say:

Dear Sirs,

. e i - = ——

Sometimes letters are addressed in a more general way:

Gentlemen,
Ladies and Gentlemen,

IS NI o AR

m Layout of the message

The main part of the letter is divided into three sections: opening sentences, body, closing

sentencess.

1) Opening sentences

The opening sentences give the reader a general idea about what your letter is going to say,

eg:

In response to your letter of May 15..

Your letter has been received and we are pleased to say that..

After reading your advertisement..

Our Sales Manager, John Jones, suggested that I contact you regarding..

P U o NP oo NI o Y g
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2) Body

The body gives more details, asks questions, presents points of view, etc. Usually, a good
foreign trade letter is not very long. Extra information other than the subject the letter deals

with is kept out.

3) Closing sentences
The closing sentences of a letter can be an expression of gratitude, a suggestion or a request,

e.g.

Thank you for your attention.

Your assistance in this matter is appreciated.

Iwould appreciate your mailing this information today.
Please call me.

Our supply is limited. Act now!

YN N o P P P an V-

m Layout of the post-message

There are six parts in the post-message.

1) Complimentary close
The complimentary close is always followed by a comma and only the first letter is

capitalized. The close can be formal or informal, depending on whether you are familiar

with the addressee. Formal complimentary closes are like:

Very truly yours,
Yours cordially,
Respectfully yours,
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Less formal ones are as follows:

Best regards,
Cordially,
Yourstruly,

ool sl it sl ol il sl e

Examples for informal close include:

| Best wishes,
Warmest regards,
See you in the near future,

2) Signature
The signature is put at the left margin, leaving three lines’ space for the handwritten
signature before the typed name, title and/or department. It usually looks like this:

Sincerely,

Dohe Smith
John Smith
Sales Department

10



