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Business Letter ertlng An Introductlon

8/

A large part of international business is conducted by means of correspondence,

therefore it is of the utmost importance for students to learn how to write good
business letters that present ideas interestingly and clearly to enable readers to
understand with the least possible effort.

It is a fact that beginners often feel it difficult to express their ideas effectively in
English. The main reason is that English is not their mother tongue; Furthermore, as
business correspondence always closely relates to particular business in the field of
international trades, which requires specialized knowledge and flexibility to handle
such correspondence.

However, the ability to write good business letters can be cultivated through
constant study and practice. An old saying has it that with time and patience the leaf
of mulberry becomes satin. So whenever you get an opportunity, practice writing in
terms of various business situations, and then make amendments to the letters written
until you find they meet your intended objectives. If you repeatedly do it in this way
and exert your best efforts to polish your English writing at all times, you will
naturally improve your writing skills. By the time you are out of the school, you will be
in a position to work successfully. )

In this unit, we will learn the basic structure of business letters. In the course,
besides using words in the word lists given by the teacher, the students are encouraged
to use their own dictionaries or Internet search engine to find English words for the
exercises or other subjects not in the textbook, in order to gain the ability to write

letters for establishing good business relations.
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The basic objective of this course is to provide a tool to do international business
for students in international trade and other relative majors and enable readers to
understand easily. _ ,

. Here are several advices to students who will learn this course:

Whenever you get an opportunity, practice writing in English.

Make amendments to the letters until you find they meet your intended objectives.

Polish your English at all times and with time and patience the leaf of mulberry
becomes satin.

Types of letters we will learn in this course are as follows:

e Establishment of business relations

¢ Inguiry

¢ Quotations and offers

e Making counter-offers and declining orders

® Acceptance and orders

® Terms of payment

® Letter of credit

® Packing and shipment

® Insurance

® Complaints and claim

® Agency

FEFIAR . | .
& Understand the 7C prsnctp|es of busmess Ietter wrmng,‘
1 ﬁ?bﬁ& %”%ﬂiﬂ’] 7C BEARFRN;

& Master the basic structure of busmess letters
' %ﬁﬁ(‘ﬁ & %&‘J%ﬂi *fﬁl '

& Get knowledge of the basic styles of busmess letters,, o

% Get knowledge of the wrmng of enve!opes
- TREH %1’% -
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1.1 Essentials of Business Letter-writing
®7Cs '

1.3 The Layout of Business Letters

® Indent Style o
1.2 The Structure * Block Style i ' 1.4 Characteristics of

of Business Letters * Modified Block Style Business Letter-writing
® Semibloch Style with Indented Paragraphs

15 Envelope Addressing

FEFTEARS

1.1 Essentials of Business Letter-writing

SRR E—-MEENRLESR, RETFTERRGM A FEE, HASEER—#L
FH%HE, RS WTHREIT. UMBEEE - NER. Bk, BILERKTIRER
@ ERek{L%{5 A (to ask for or to convey information ); @ % Hi 5i#EZE 2 (to make or to
accept an offer ); @ ALHA X %FiRH (to deal with matters concerning negotiation of
business )o MtAh, A —#BA LRER, TRRRBBEAE XEBHER.

HHAMERMWEWE—#E, IMARBRBERE T AAR, LESEAN—FEWEES.
RIFHEIREFRVERNEEREMZ —, BEANKRERZEERERSMARNE
BITHRIIR R, PEHSNA R BB RE RO RAbanE, —MRPTIHSR 7C AR,

1.1.1 Clearness (&%)

First of all, make sure that your letter is so clear that it cannot be misunderstood. This is
primary goal of a business letter. When you are sure about what you want to say, express yourself
in plain and simple words. Good, straightforward and simple English is what is needed for
business letters, The writer must try to express himself clearly, so that the reader will understand
and respond quickly. To achieve this, the writer should follow the following points:
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1. Pay attention to sentence structure to convey your meaning;
2. Avoiding ambiguous sentences and needless jargon;

3. Use plain, simple words and short sentences;

4. Statements in well-constructed sentences and paragraphs.

@ Example 1

As to the steamers sailing from Hong Kong to San Francisco, we have bimonthly direct
services.

JHAL bimonthly A E S, FTEAR twice a month B{# once two months,

Ak We have two direct sailings every month from Hong Kong to San Francisco.

@ Example 2

1. We shall be able to supply 10 cases of the item only.
2. We shall be able to supply 10 cases only of the item.
WRFEFRNAIE, B WA B L R .

1.1.2 Conciseness (&S

Conciseness means writing or saying something in the fewest words. To achieve conciseness
try to avoid wordiness or redundancy. Clearness and conciseness often go hand-in-hand and the
elimination of wordy business jargon can help to make a letter clearer and at the same time more
concise. The author should avoid wordiness and repetition, and use words to replace phrases or
clauses. As we know, the purpose of writing a letter is to make yourself understood easily, not to
show how long and complicated sentences you can write. But a concise letter is not necessarily a
short one. Sometimes a letter dealing perhaps with a multiplicity of matters cannot avoid being
long. '

3 1. in the fewest possible words;
2. briefly but completely.

@ Example 3

1. in accordance with your request/in compliance with your request
A as you request

2. We wish to acknowledge receipt of your letter...
A[#k ;. We appreciate your letter...

3. Enclosed herewith please find two copies of...
Ak : We enclose two copies of...
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4. in regard to
A[HCH . regarding
5. in the amount of
RI%CA: for
6. with respect to
ABR: on E# about
7. I want to take this opportunity to tell you that we are grateful to you.
H[ 24 : Thank you

@ Example 4

1. Enclosed herewith
Ak : enclosed at this time
2. due to the fact that
AN . because
3. a draft in the amount of US $1 000
Ak adraft for US $1 000
4. attached hereto
AP A : attached B here

@ Example 5

Samples will be sent and offers will be made upon receipt of your specific enquiries.
AR Samples will be sent and offers made upon receipt of your specific enquiries.

1.1.3 Courtesy (#L53)

Courtesy means polite while not humble. It should hardly be necessary to stress the
importance of courtesy in your correspondence. To be polite is a basic principle for business
letters. The courteous writer should be sincere and tactful, thoughtful and appreciative. However,
courtesy 1s not mere politeness.One of the most important things is promptness. Punctuality will
please your customer who dislikes waiting for days before he gets a reply to his letter. This means
you should answer letters promptly, without keeping your recipients waiting. But if conciseness
conflicts with courtesy, then make a little sacrifice of conciseness. Generally speaking, you will
gain in clearness and conciseness by writing short sentences rather than long ones.

B 1. more than Polite;
2. sincere, tactful, thoughtful and appreciative;
3. avoid irritating, offensive or belittling statements.
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@ Example 6

1. We have received with many thanks your letter of 20 May, and we take the pleasure of
sending you our latest catalog.

2. We wish to draw your attention to a special offer which we have made in it.

1.1.4 Consideration ({&iK)

There is one general principle, on which the “you” attitude in our letters we should always
keep in mind the person we are writing to. That is, the writer of the letter should put yourself in
the position of the recipients. Try to discuss problem in a positive way and avoid discussing
problem in a negative way.

B 1. try to put yourself in HIS place;

2. emphasize the YOU attitude;
3. emphasize positive pleasant facts.

@ Example 7

TRBEMWELTEE:
1. You earn 2 percent discount when you pay cash. We will send you the brochure next
month.

We allow 2 percent discount for cash payment. We won’t be able to send you the brochure
this month.

2. We feel sure that our products will meet your requirements.

We don’t believe that you will have reasons for dissatisfaction.

3. Our chain stores will not close until 5 p.m. every day.

Our chain stores close 5 p.m. every day.

1.1.5 Completeness (52¥)

A business communication should include all the necessary information. It is essential to
check the message carefully before it is sent out.
Although formality in business letter-writing is rapidly giving way to a less conventional
and more friendly style, completeness is still a basic requirement in order not to bring confusion.
3 1. provide all necessary information;
2. answer all questions asked;
3. give something extra, when desirable.



