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WILEFITEARAFNRLS A ERELMHERERERIIME KK Sun
Trading Co., Ltd., B4%AF EAEKMETELT, TREXNFRETERBILSE
KA. Sun Trading Co., Ltd. X H A UGS BRAT B Mo, BSRIA . #iiT
FETRAERADNRAR, WHBEEELR.

Our enterprise, namely Zhejiang Jiale Lighting Co., Ltd., is a professional lighting
source and solar product manufacturer and supplier under ISO 9001 : 2000 and RoHS'
Systems. It is composed of R&D, Produétion, Marketing and Service Departments.

Our products involve three fields: Energy Saving Lamps, LED? Lights, Solar
Lighting and Solar Panels. Our factory covers an area of about 30,000 square meters,
among which 8,000 square meters is for R&D and general office, and 18,000 square
meters is for workshops. We have very strong R&D teams who specialize in lighting,
electronics, illumination, structure and technical design.

Most of our lighting products have gained CE>, UL*, RoHS, EMC’ certifications,
and our solar panel products have CE, TUV®, and IEC certifications.

We do our international business on OEM & ODM? basis. There are specialized
engineer teams for product research. New product development, customer-oriented
items, timely delivery and technical service are all handled by professionals. Prompt
response will be guaranteed.

Our 25 years’ production experience, strong R&D capability and comprehensive
after sales service will be of great help to you both in marketing and consultation. You
are warmly welcome anytime to visit our company.

Your satisfaction is our greatest success.
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Establishing Business Relations

’ Writing Background eeeeccmip

WILFFTRAETRAFIHALEFRADTHRETNERERRIMEKRE Sun
Trading Co., Ltd., f3&1i% 2 8 EZERMARELT. Sun Trading Co., Ltd. FIEREE
KXE:

Mr. Johnson

Purchasing Division

Sun Trading Co., Ltd.

# 309-320 Jalan Street, Toronto, Canada

Tel No.: 001-416-2780990

Fax No.: 001-416-2780110

E-mail: Suntrading@hotmail.com

Q Writing Task weesacemip
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@ writing Guide sevvormp

The written mode of communication has always been popular as it generally
provides a more permanent record of the messages transmitted. This mode of
communication consists of a variety of media. They include letters, e-mails, faxes,
memos, reports, notices and others. Among them, letters and e-mails are the most
frequently used media. _

Business letters and ¢-mails are mostly correspondent among business organizations
or between such organizations and individuals. They are of crucial importance in the
conduct of business activities. They play an essential role in a company’s correspondence
with the outside world.

1. The Structure of Business Letter-writing

The business letter consists of seven necessary parts: the letter-head, the date, the
inside name and address, the salutation, the body, the complimentary close and the




signature. When appropriate, any of the following optional parts can be included:
reference number, subject line, enclosure, carbon copy, postscript and Attention Line.
I. Necessary Parts

(1) Letter Head (f§3k)

The letter-head expresses a firm’s personality. It helps to form the impression of
the writer’s firm. Usually printed, a letter-head may include the firm’s name, address,
post code, telephone numbers, telex number, fax number, e-mail address and even a
symbol of the firm.

(2) Date (HED

Always type the date in full. The following is 4 forms of expression:

24th July, 2010 July 24th, 2010

24 July, 2010 July 24,2010

To give the day in figures (e.g. 11/9/20X X) is in bad taste, and it may easily
cause confusion because in Britain this date would mean 11th September, 20 X X, but
in the United States and some other countries it would mean 9th November 20 X X.

(3) Inside Name and Address ({53 &#RAHbab)

The inside name and address is typed below the date, next to the left-hand margin.
Its major function is to provide the writer with a record of to whom and where the letter
will be sent. The inside name and address of a letter to an individual consists of the
person’s courtesy title, name, business or executive title and address, while the letter is
to a group, the inside name and address includes the full group name and address.

The courtesy title used in correspondence are Mr., Mrs., Miss, Messrs. Mrs. is
used for a married woman and Miss for an unmarried woman. In recent years it has
become customary to use Ms. as the courtesy title for all women, including married or
unmarried. Messrs., as the plural form of Mr., is used only for companies or firms, the
name of which includes a personal element.

e.g. Messrs. G. Johnson & Co.

(4) Salutation (FRFE)

The salutation is the greeting with which every letter begins. The customary
greeting in business letter is Dear Sir or Dear Sirs. But the Americans usually use
Gentlemen instead of Dear Sirs. If the writer is not sure whether the letter will be read
by a man or a woman, please use the greeting: Dear Madam or Sir. If the writer knows
the name of the reader, please use the greeting: Dear Mr. X X X, or Dear X X X.

(5) Body (IEX)

A body, where all the information is to be given, is the part that really matters.
Before you begin to write, you must first of all consider the following points:

1) What is your aim in writing this letter?

2) What is the best way to go about it?

siommeg ssoutsng Supuiy | up
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The body must express the aim of the letter, so it should be written in language
that is easily understood. The following serves as reminders: .

1) Write simply, clearly, courteously, grammatically, and to the point;

2) Paragraph correctly, confining each paragraph to one topic;

3) Avoid stereotyped phrases and commercial jargons.

(6) Complimentary Close ({§R##E)

The complimentary close, like the salutation, is purely a matter of custom and a
polite way of bringing a letter to a close. The expression used must suit the occasion. It
must also match the salutation.

Dear Sir (s) /Dear Madam ——> Yours faithfully/truly, Faithfully yours,

Gentlemen —> Yours truly, Truly yours, Yours sincerely
Dear Mr. Wang 1 —> Yours sincerely
Dear Helen —> Best Wishes/Best Regards

(7) Signature (%)

The signature is the signed name or mark of the person writing the letter or that of
the firm he or she represents. It is written in ink immediately below the complimentary
close. To “sign” with a rubber stamp is a form of discourtesy. If the writer is on the
behalf of his company, it includes the following points:

1) The name of the company; '

2) The name of the signer;

3) The position of the signer.

II. Optional Parts

(1) Reference number (%5 )

The function of a reference number is to designate the numbers of the relevant
letters when writing for the purpose of consulting and filing.

Frequently used expressions: Your ref./Our ref.

(2) Subject line (FFELT)

The subject line is regarded as a part of the body of a business letter. Usually it is
in the upper case or initial capitals/underline and placed between the salutation and the
body of a letter to call attention to what content the letter is about.

Frequently used expressions: Re:/Subject:/Sub:

e.g. Subject: Our Quotation Sheet No. 123

(3) Enclosure (B>

An enclosure can be anything in the envelope in addition to the message itself.

It is typed two line spaces after the signature when something is sent along with
the letter.

If the enclosed are more than one, the number should be marked.

Frequently used abbreviations: Enc., Encs.



e.g. Enc.: a price list.

(4) Carbon Copy (C.C.) (¥i%)

If you want to make a copy for other persons besides the addressee, you should
type the names of these persons after Carbon Copy (C.C.) below everything else typed
on the page.

e.g. C.C.: Mr. Franklin

(5) Postscript (P.S.) (&)

When you find something forgotten to be included in the letter body before the
envelope is to be sealed up, you may state it after the signature in a postscript with a
simple signature again. The adding of a P.S. should, however, be avoided as far as
possible.

e.g. P.S.: The shipping advice concerning the said goods will be sent to you by fax
on July 7.

(6) Attention Line (£p ARTIT)

An attention line is considered a part of the inside address and it leads the letter to
a particular person or department when the letter is addressed to a company.'It is
usually between the inside address and the salutation or above the inside address.

e.g. For the attention of Mr. Rawls; Attention: Export Department.

A sample of the layout of a business letter:

Letter Head
Date

Inside Name & Address
Attention Line
Salutation

Subject Line

Body
Complimentary Close
Signature

Enc.

[ )
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2. Styles of Business Letters

Generally speaking, there are four styles in business letter writing, namely,
“Indented style”, “Block style”, “Semi-block style”and “Simplified Style”.

Please study the four styles by reading the samples of business letters as follows.

(1) A sample of a business letter in Indented style (ZiE=NREA)

_Casio & Pomponia Ce., Ltd.
Ulucanlar Caddesi 36/B, Samanpazari, Ankara
Tel: (0312)3104109-07 Fax: (0312)3102106-17
E-mail: onbirller@ttbet.net.tr

November 10, 2008
Si Fang Holding Group
No.234, Chouzhou Road, Yiwu City,
Zhejiang Province, China

Dear Sirs,

We are glad to inform you that we are interested in hand-made gloves in a variety of genuine
leather. There is a steady demand here for gloves of high quality Aand, although sales are not
particularly high, good prices can be obtained.

Will you please send us a copy of your catalogue for gloves, with details of your prices and
terms of payment? We should find it most hélpful if you could also supply samples of the various

leather of which the gloves are made.

Yours faithfully,
Casio & Pomponia Co., Ltd.
Mr. Smith
General Manager

(2) A sample of a business letter in Block style (E3kzA¥EA)

Casio & Pomponia Co., Ltd.

Ulucanlar Caddesi 36/B, Samanpazari, Ankara
Tel: (0312)3104109-07 Fax: (0312)3102106-17
E-mail: onbirller@ttbet.net.tr

November 10, 2008

Si Fang Holding Group
No.234, Chouzhou Road, Yiwu City,




Zhejiang Province, China

Dear Sirs,

particularly high, good prices can be obtained.

of payment? We should find it most helpful if you could also supply samples of the various leather
of which the gloves are made.

Yours faithfully,

Casio & Pomponia Co., Ltd.
Mr. Smith
General Manager

We are glad to inform you that we are interested in hand-made gloves in a variety of genuine

leather. There is a steady demand here for gldves of high quality and, although sales are not

Will you please send us a copy of your catalogue for gloves, with details of your prices and terms |

(3> A sample of a business letter in Semi-block style (JE&EEA)

Casio & Pomponia Co., Ltd.
Ulucanlar Caddesi 36/B, Samanpazati, Ankara
Tel: (0312)3104109-07 Fax: (0312)3102106-17
E-mail: onbirller@ttbet.net.tr

November 10, 2008

Si Fang Holding Group
No.234, Chouzhou Road, Yiwu City,
Zhejiang Province, China

Dear Sirs, ) v

We are glad to inform you that we are interested in hand-made gloves in a variety of genuine
leather. There is a steady demand hefe for gloves of high quality and, although sales are not
particularly high, good prices can be obtained.
Will you please send us a copy of your cafalogue for gloves, withvdetails ;)f your prices and
terms of payment? We shotﬂd find it most helpful if you could also supply samples of the varioixs
leather of which the gloves are made. |

Yours faithfully,
Casio & Pomponia Co., Ltd.
‘Mr. Smith
General Manager

s;amreq ssowsng Sutpuiy |
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(4) Simplified style: Fax style and E-mail style (£ ECRIRRAE— R ABHRIR SCH)
1) A sample of Fax style (fEELF4)

Heading (Sender’s information)

From: _ Date:
To: Pages:
Attn.:
Salutation
Body
Complimentary Close
Signature

©ee000

2) A sample of E-mail style (BEfHFEAD

From: (BN t-white@abc.com

Date: (HH#D 31Pecember, 2009, 11:24:30

To: (BefE ) b-smith@benton.com
 Subject: (FH) Order No. 456

Bob Smith, (FRIEE)
Body

Yours,
White

3. Writing Principles

When you write a business letter, you should follow the 7 “CS”: complctcnesé,

concreteness, clearness, conciseness, courtesy, consideration and correctness.

(1) Completeness (%) |
A business letter should include all the necessary information. It is essential to

check the message carefully before it is sent out. Completeness means that all the
thatters are discussed and all the questions are answered.

(2) Concreteness (H &)

Make the message specific and definite.

e.g. Our oranges are of top quality.——» Our oranges are juicy and sweet.

e.g. It is our big client.—»It did more than two million worth of business with

us last year.



