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Unit 1

Introduction to English Business Letter Writing

> Knowledge Objective
1. Know the writing principles of business letters

2. Master the layout and special format of business letters
3. Master the basic parts of a business letter
» Skill Objective
1. Skilled at writing formal business letter with standard structure
2. Freely write standard E-mail and envelope

Warm Up

Generally speaking, the basic functions of a business letter should be:

(1) to ask for or give a reply to information;

(2) to place or to accept an offer;

(3) to cope with matters or disputes concerning business.

With the fast thythm of the international trade and great changes of the information,
nowadays, business people prefer the writer states the purpose of his letter briefly, and the letter is
short and friendly. The language of the letter is simple, clear and direct. Therefore, there are
certain essential principles of modern business letters, namely (1) Clearness; (2) Conciseness; (3)
Courtesy. Firstly, the business letter must clear exactly to avoid unnecessary misunderstanding.
An ambiguous point may cause time lost and it costs, too. Secondly, since a letter is written for a
reader, an over long and complicated letter has more possibility to confuse the reader which worst
leads to delays in business. Hence, the wordy business jargon should be eliminated as well as the
long and complicated sentences better be simplified which help to make a business letter clearer
and more concise. At the same time, it probably means an earlier reply. Finally, before the writer
goes on the detail of a business letter, please keep “your readers” in mind. The writer should
always remember the person he or she is writing to, be in the reader’s position. Courtesy and
respect are the best policy in the business writing.

A standard business letter consists of seven parts: the letter-head, the date, the inside name
and address, the salutation, the body, the complimentary close and the writer’s signature and
official position. The seven parts will be introduced in the following specimen letters.
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Business Situational Design

Situation:

Rector Company Ltd. is an American company specializing in plastic toys, located in San
Francisco. It consists of many departments, such as H.R., Production, Finance, Marketing, Sales,
Training, Quality Control, Administration, Maintenance and so on.

Task:

Suppose you are the founder of the Rector Company Ltd. Please adopt the information above
and build a fictitious trade company on the Internet.

Specimen Letters

1. Standard business letters
Sample1

Jameson & Sons Ltd.
34 Madison Square
Melbourne E. C. 2.
Australia

Tel: (0536) 70525345
Fax: 356467132
January 25, 2012

China National Light Industrial Products Import & Export Corp.
Shanghai Branch

128 Huaihai Road,

Shanghai, China

Tel: (021) 644682726

Fax: 64468787

Dear Mr Price,

One of our customers is interested in your bicycles, particularly Model No. PA-18. Please send
us a copy of your illustrated catalog, quoting your lowest prices if possible. Meanwhile, please
mdlcate the t;me of delivery you usually offer.

Yours sincerely,
Jameson & Son Litd.
S. F. LOVER
Manager
Sampie 2

CHINA NATINAL IMPORT & EXPORT CORPOTATION
SHANGHAI CHINA
CNIEC SHANGHAI
TEL: 02167734321
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FAX: 02167734324

November 29, 2011
Messers John & Son Co,, Ltd
Avemda Yucatan 56 ‘
MEXICO CITY
Mexico

Dear Sirs,

Leammg from the Commercial Counselor’s Office of our Embassy in your country that you
are one of the leading importers of canned foodstuffs, we have the pleasure of introducing ourselves
to you as a state corporation specializing in the export of canned goods, and express our desire to
enter into business relations with you.

In order to give you a general idea of our canned goods, we are sending you by airmail a copy
of our latest catalogue. Quotatlons and samples will be sent to you upon receipt of your specific
enquiries.

We are looking forward with interest to hearing from you.

' Yours faithfully,
Peter Pan
Manager

2. Layout of business letter
Sample1 The Indented Style ( 43X )

December 17, 2011
Messrs. Bartington Bros. Ltd.
910 Queen Victoria Street
London, E. C. 4
England

Dear Sirs,
With reference to your letter of December 22, 2011, we are glad to learn that you wish to enter
into trade relations with this corporation in the line of canned goods.
In complxance with your request, we are sendmg you by air a catalogue together with a range
of pamphlets for your reference.
If any of the ltems listed in the catalogue meets your interest, please let us have your specific
enquiry, and our quomtxon will be forwarded without delay.
In the meantxme, you are requested to furnish us with the name of your bank prior to the
- conclusion af the first transaction between us.
Yours faithfully,
China National Import & Export Corp.
Li Ming
Manager
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sample 2 The Block Style ( ?F%it )

, Aprll 28,2011
Darton’s Ban
LandonE C 2

otie *"prnl 19 wearewntxngtosaythat we have been bankersto Santo

ts for tomobile engmes is large and qmte well-known throughout the
North o1 arge and mcreasmg, and the sums you mentxoned inyour ‘
' ‘kletter are nﬁt large in relation to their total turnover.
We have advanced credit to them in the past and we would have no hes1tat10n in granting them
further credit it they ask for
Yours smc:erely, o
The National Ba.nk of Italy
Mllan, Branch
Manager

Notes

1. 153k (the letter-head)

EREEHSEANARIZHR, Artt, HiESH, FESHE. BRESSEE,
W SEE A LAEHR, EREEEEGELNE—TEINES, iRkEMaOS, %
XNEENARFERFS .

British American
Mr. Thomas Ray, Mr. Thomas Ray
231 Cambridge Street, 231 Cambridge Street
London E.C.2, London E.C.2
England. England

2. HH# (the date)

ik NERHBRER, hXIRIESEHISERGNREEZRA, HETSUET,
R EMSH T B, BEIEBIRF AR —F2 H A4 August, 1988), H—
i H H 4 (August 3, 1988), 7EHRT—FIERA, HMEZ FRES T TR, BE—F
W, AMEZMERESS T,

NSRS AR, NI AERAS, REHM, s BiREHT&. 0.

1 September, 1988 3. Beijing 1 September, 1988

3. {5 HihE Cinside name and address)

ENHINEE SRS AR Z AL . — 05 S B s A B A B i I A (S e
5 b, MESHRAZNALNGEHNTTAE E I, X—H5EB N —T0A A, 8
—ITERBANKS, BESHIE, SES5EHEINSE—FE,

4. FRPE (the salutation)

PR RS ARIPRE . WNADTIR G, HR—T, KT SN T, FRE—i



— 6 WHEEEHR
FINES, XRFEMAE, hREANER, LENEKRTESNEE,

British American
Dear Sirs, Dear Sirs:
Dear Ms, Dear Ms:
Dear Sir or Madam, Dear Sir or Mesdame:

5. IE3C (the body)

IEXCRBENEERS . BEERE TH—TEE, TAFARBHR T, FL
NEBLA S ENNE BRE T S EBIT B AN ZEAADEH 6 & 10 M2f,
EERNAHEE—B, FASERF., EXHRTFL—BESENERN; hESaRE
RARZER; SRS APUBREHRAGE. BOASNZESEAKHET, E8TY, TH
2E,

6. ZRiE (the complimentary close)

EEOENNBERAEEXZ IR, EEOHARRAE TG, FAZREAS, LSH
NG, BE—MAEHERES, FEEMRTRE,

7. ZZ 5L (the signature and official position)

RE—EEBHE. MRABRATZIITH, SEEESESRGEITHNES> .,
WEWEALERE, TEESSY, FHABH. SENREZUTILA.

(1) MREFANLE, SBEARNR, NWELRTARRESRE - Miss 5% Ms, DUfE
X5 [EME I REAMAFRE . 0.

Yours sincerely,
(£%)

(Miss)Wang Li

(2) e M BERE—1T. f:

Yours faithfully,

Robert Marsh
Headmaster

8. particularly adv. %¢5H; JuH(= especially)

m:

The last thing we want to do is to disappoint a customer, particularly an old customer like you.

BMRFEEUALERERLGF, BHLOEIHGERE.

9. catalogue n H3

an:

We are an importer of plastic products and we would appreciate it if you would send us your
catalogue in the new year.

AR ZEBHA SR 0 b S, FBRBRI TG REYE%E K.

10. delivery n. AZfR; Kt deliver v. HFH, k&

.

This company has a free delivery service.

NG RAE LT LIRS

We delivered the merchandise to them.



Unit 1 Introduction to English Business Letter Writing 7

FAVFCAE Wit K 4],
11. Commercial Counselor’s Office Fj4%S %kt
.

We have your name and address from the Commercial Counselor’s Office of the Chinese
Embassy in Ghana.

R B B A gl KARAE B S-S A LR 4otk 5 0912 .

12. specialize v. ¥[JMFE  specialize in T | JNFELH

.

Our company specialized in producing women’s clothes.

BAVNE) F A RE.

13. enter into FFiH enter into business relations with -++++ A2 53

n:

We are willing to enter into business relations with your firm on the basis of equality, mutual
benefit and exchanging what one has for what one needs.

BMBAFF LA, ERAANEMEE RN VW E5HE,

14. quotations n. YT  quote v. M

an:

Your quotations for leather jackets are too high to be acceptable.

T Bk BN L F, RF Rz,

Please quote us your best price.

WRAR T R
15. enquiry n #J#f  enquire v. H##E
an:

We are very pleased to have your enquiry for our raincoat.
BB 2t K F ARG B A,

We are writing to you to enquire the current price of your table-cloth.
BAVEAT H B8R0 & £ A 4945,

16. in compliance with L+---- FHRF/—3

m:

All the cases are strongly packed in compliance with your request.
BT RR, A TARCEFRER,

17. pamphlet n. /MFF

n:

We enclose the price list and pamphlet for your reference.

RAZ W B B R A ARG E,

18. for your reference ft#is%

.

We are submitting the following information for your reference.

AR I T AT H 54,
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19. forward v. Ki%, i#i%

an:

The goods will be forwarded to your house.

XA R EBMR KL,

20. priorto fE-+-+-+ Z AT

g

If you are not sure of anything, call and ask prior to the interview.

S REFAEAT AL, W AEXITEEEH.

21. credit n f5H

.

Such a step will, of course, place your credit standing in serious jeopardy.

LR, BHE—MHEEETTOEALTEEGLNZIF.

22. fRHNEE

T EHNEESUERHNEEERRK, THEMUHES S DOEEH _ER#iE
FESTAAMR . AALETIEIEX Al 65 5, BHEE—TE PR, FFFEMLT; MAERI
B, HhROHERIE 2/ NEIR . S (number)—% (road ) —[X (district) =7 (city ) —
HHy (province ), EPFREHEEMES (country ). Hlb@EH A =1TekMUITS, LHEIKHLE
ERERN -

65 Baiyi Road

Hai Dian District

China

Beijing,

BXAEE L WS A (Addressee) % . Mk — R ESERBH PR (T ARHRA
—9), fFH EMAHREE, S A(Sender)idt L AMNE W] BB EHNA L ARGETER
E1 ) Sl

Sample1 {7




