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Essentials of Business Letter Writing

Learning Objectives

After you finish learning this unit, you are able to.

(1) Understand the basic knowledge about the styles of business letter.

(2) Understand the basic knowledge about the layout and parts of business letter.
(3) Be familiar with the envelop formats of business letter.

(4) Master the characteristics of business letter writing.

(5) Grasp the language characteristics of business letter.
Brief Introduction

HEFERES SARHETWEN—FMEREX. BFERHOHE T2 EZ, L
FFAE R AL 35 B A R E MBI SN SR EE. EEERS .5 MR .
ARIMZEITRKREZRBLFRA TR RFETH. BFEREEAEBER NN, B, A
EABHNEHLFMUER. BFERESHF . AUBEIAAREHEF, WA B TR
HHMERSEEFHER. HR . MRGEREAAEE . RESFIRIRS,IFATEIIAFE,
WERE PR . B, BT E RE LFNEE LA AR S
B4 69 7 R AT 55 74 3 5 1 W42 3l a1 B HL N 48 R AT A5 B, LR Bh R BT DL 5K, TR
B Bl AT ER AR 2 RS R — DR R .

R A5 R AT F R AR AR M E AN . S A B A & RS L 2R, |
b 15 oA HE B0 B L 25 3k R A L R IR K 4R RRE X, AT LAGRIE WL % 1 i B F HR A
fE P, B E R ERE, NEARRY, BBt Z REH.

5515 oR AR R4 00 B AR LS S AR XA M R, ZE e 3t e & m 5 26, AU
B EL A A SR A 55 R 3l 58 RS 45 AN [ PR ), o8 N 2L & FLSE IR S R R 5
AR A TR B EMBEMATCER ., Hilk, % MEERSE R E FIRE4S/E
FESRBEILLE,

Requirements for Business Letter and Email Writers

BEER—HRIMESFER . TEEREARLZLLT &4

(1) 48 %18 (Good command of English) ;

(2) i WA 5 38 155 55 (Knowledge of business theory and practice) ;

(3) i BEARIE (Knowledge of technical terms);
C(4) EBEA R (Knowledge of psychology) s

1



e

SRR A X TR
(5) BRHESS 2R (Skills in salesmanship) ,

Seven Guidelines in Business Letters-Writing

T Kk B 2 {5 eR AR R 2T A RO B A B TR TR I 55 R
B B 4 %) B D), 3K S T D)3 B PR A T C D) B RE LR L L B AR AL E
TS

1. &% (clarity)

RIS (G RN 8 — H T 2R , I A R A £ a7 A i 2 2Z 4 0 28 M 3k e i i 2
Mt AR A”. 48 18 1 4 80 1) S ] BB 5 O ok S i AR AR AT RE 0 4Cia]l, e
S FT B S [ N A TG vE B0 FH 7 8 RN B Ak 0 1) 0, A B A R ) T F BT Ok
T b 23k B Lok o 8 TR B 2 B AR LI ) -

2. 185 (conciseness)

JI 8 187 1 » B 4 B 5 A7 R W b 3R 3K P % 2 38 1 R, IR AR T B M5 B9 SE AL
. TSR S5 R AL HE R, 45 AR B IH A ok A AR E RS T g &
FALEMEMITK WA F RE EE AN FELER.

3. IE# (correctness)

T 55 5 BRI R B 44 00 250 55 49 L A 5 BRI A L4 3 3 U 1) BRI AN S 55 i LB 3 2
B4R SEIE . TE 5 9 B 55 15 oF A HL A A R B R 18 A48 Y AR AT S ALAE DF S
T 38 B SR AU IE 4 48 At i 35 S VBT IR S VEAR R B 15 58 HIA Y A B il R
G IE# .

4. E{F (concreteness)

i 45 {5 oR A e, R A v Rz e FH Lk o B g %) ) s ) 1 o G R P RSORE R v 22 1Y ) i
5ika), BIERE DB B A R, I A b A AT 55 A0 T L 5 eR AR E R bRz R R iR
FahiESRBENE .

5. FL%% (courtesy)

FLAAE T 5515 oR R B M 4 rb A LR IR T R R R . — BRSO 1 oA E T R A
ATLAIMER S BErE P ok %5 6 R WA B T4 38 0k 551K 1 . 76 7 55 15 oF Al e HE 7
MIEE, Bt BALSRZ 8 . thoh ZE 88 550 55 15 R R0 el S 4 1ef , 0 f R S 9 1
RIFRESRFERNE S, BRMHEEN BTN S 805 8 M EZER0TREW 1
SIS b R EI R O A R R R B R,

6. % B (coherence)

TE 15 55 5 oR FI 6 HR 44 op 6 DR 50 2 BP0 5 (5 A A9 AR B — AN — A M 3R Gk ok
B —F—BLEEERBRAS M 5 E A AL,

7. 52 ¥ (completeness)

T 45 {5 oR R L F IR (R 4 A0TSR S8 8, B RS (5 AT B A B0 H i BT A L85 8
O B 78 T A (o] O 4 1k 254 .

Letter Format and Placement of Major Parts
HHEEOT  BAERA 7 AT ED RIS a0 5k BB s hE  FRIE



X ERMGE B4 . ANBERERNNEMLE. M. 858 . 20\ t8 . Fh. 2
5 ik,
S5 R il W g5 1-1 s .

Heading({5 %)
Ref. No(%5)
Date( H #))
Inside AddressCEf A #b k)
Attention line (3 F ) L
Salutation(FxFE)
Subject line( )
Body of the Letter( {E )
Complimentary Close( %% B #{i&)
Signature(% 45)
1EC block (Initial 485 45 . Enclosures [ff {4 .Carbon Copy $#63%)

B 1-1 795 f oA A9 8 W A5

1. 153k (letter head)

kA EER L, HFHE AL ALK, HHE, #3555, e-mail #bht M 5 H
. FREFEMTFEREFER BAEL EASE LA, X0 N AEE T LK
TED E %

2. {5 4 S (reference number)

GRS ENTHETHEERBEOFEMER, —M KM Your Ref. (4R 75 % 5 ) 3
 Our Ref. (RI7%i%5) . {5 k%@ % HE B WA EJr sl HIFSFRE 2R, 1T B
T

Your Ref. :

Our Ref. :

3. HH#i(date)

HURERSEFEPEXEEN 2. BHREE - T SRETAEN ITHRERH
T kP EREAMAHHFF. Nk . AR aRERRKIKEREN. BYEEFLHN
Th. BELRAXABMEAEGRYLEN, Kb BERHER Y —-FEELAM. $5H
et R AR JLAA

(1) FHhLmefsE .

(2) A EGHE XA ARERMBTFIE.

(3) H HA] LA B H0ia] , o w] DA e cim]  de e FH AR 4000 .

(4) FRRTEIES .

(5) HUI B2 FENR.

H¥A TFHILFE k.

Unit 1 Essentials of Business Letter Writing




@ IERXBE

June 20, 2015
2" QOctober, 2015
25 Nov. , 2015(25 November, 2015)
November 30", 2015
4. # it CGinside address)
3f PN b hE AL 5 WCAE N ek 45 LSk A R 44 B L7 b b ik DA B R T L [ 5K 4 R T IR BB G
. BEAMZERZ Fb bl 5EH ERNEME. Hotat —BEGRKE M. BETH
WMZF . BN LS R 515 B bk S g ms U AH R .
5. FRFE(salutation)
PR E (G b bt T w2 ATk, IF 523k,
W RIS A
Rl 6 4% A Dear Sirs, AREH M Sirs, Gentlemen AREHI 4. FRIF/E A E 5 5
ESHA HATE BHEER. Gentlemen FHHE 5.
N H R Dear Sir, fAh A F ek {434 7T LA To whom it may be concerned.,
e FA R Dear Mr. XX, 2 Lotk , M “Dear Madam”,
6. ¥ &I (attention line)
38 4 B A O S R N T T TR AR A S R AR E A
T B TUE H B B e FRR IR R ], i 1-2 R

ABC company
123 Berry Drive
Minneapolis, MN55667
USA

"~ Attention: Mr. Roger Runnel
Dear Sir,

[ 1-2 R AL

7. ZE A (subject)

Fi RAEX RN R E T B BT R B A 2 S BN L [R]E 6E F R e A A
A . 35 el TR U W R 4 AR BOR S FTIES A R S A BR AT, i .

Subject: Men's Bicytles '

Re: Sales Confirmation No. 2536

Your Order No. :

Reference:

FHEEMRME T AR P EALE . 3 T ] DL, 4 m] DA 2, A B A] 48
MAREFK, H,Re: GLTIOBER KT AR X BIEHF il "k .

8. {5 K IE 32 (Body of the letter)

fRERIESCRB SR RERMES. HFERNENREZRFER. W5, %
MAFTCJEM", FESCHRLEAEF AT . BN T IESCR =B, LB ik



B RE. JFLBsI A EM, 4B RO B, 323840t T LU 48 75 25— 04
Bk, HGREBUGEMBINE RS ., R R M L E £ 615 4088, 6757 — &
Ja—47H4 5 | to be continued. 5N R A5 3k 0915 48, I 1 & A 44 9K L 5L
BomBa . B,
Page 2 The Universal Trading Co. ,Ltd. June 3, 2015
9. ZE#iE (complimentary close)
: 45 RABOE 7 45 R i ) —Fh & B N S R A PR AR PE R . B B A7 A IE SC
Tz —frhb . anE 1-3 fiios.

Close Salutation Complimentary

Formal Dear Sir or Madam Very truly yours,
Yours truly,
Yours very truly,
Very sincerely yours,
Semi-formal Dear Mr. /Mrs. /Ms. Sincerely yours,
Yours sincerely,
Best regards,
Informal Dear Brown, Cordially,
Cordially yours,

Yours truly.

Yours,

13 G RGENE %

10. % £ (signature)

ELBEALERMETZ=/TWAE. E4TEHAREE, —RAFEEHEANT
E%4 . 5REANITHNER . SHEAMLE. ALK, A0, £ 6 ZFRAETA Per Pro.
15 X P. P. (Per Procuration) , B 284 NEXNKRHL  ARUDMANENBESL. A
it AR BRZHETN For, AR A A B A MAREALEL . Bl

Yours truly,

(Signature)

John Smith

Sales Manager

General Trading Co.

WRZ 2 M ANFITENME R AR ZR — N EEFPRR MR, @FAESATH
HESFEFGAMTHERALZFHEFHEE . WREFHAR John Smith, FTFE
EEAFHM AR Tina Edward, IfFAKF T HE FE4 58 2E JS/TE,

SbE R LA T ARES S R EEUEIZFEIFEAACEAE B, LR E R
e, AR AEH.

11. 273 AL 2 (initials/reference notation)

G ARG BREGH - ENFELRR ETOENENZH. 2 AT REFE

Unit 1 Essentials of Business Letter Writing



SN B R

- FOEEAR B A TR T E S SRS TIE T T S

FCM/HL,FCM:HL,FCM/hl,fcm:hl

12. Mt 44 (enclosure or attachment notation)

8 4 5 R B B At SC 44 T LAFE {5 BR A2 F Fa 290 AR5 R O e B B B RN 28
M R A — 4B, B Enclosure 8¢ Enc. B A] . 8 FR{E Attachment 8¢ Att. , —{FLA |
iF L E AN b 4w, LEE (S AR B, A Enclosures. B{ Attachment BB . 40 .

Enclosures:

(1) Birth Certificate ( J& 7= #b i B

(2) Photo(i8 )

(3) B/Lading (£ #.)

(4) Attachments:

(D Application for Admission(i# A HiE)

® Student information form (415 B 7)

13. #biX (Carbon copy/CC)

RAENETIRIAZT R L4 X000, vTFEMHF T 77 BIE &2 F w47 b CC.RBIT B
KN 4 Sk 167 A B F) 4% K 5 51 4

CC: Mr. Kelly T. Mayo

Copies to: directors

C: Kirby P. Thompson, President., Investments Online

Copy to: Sales Manager
[ff 2 (Postscript/ P. S.)

HESfREESA R BT . A EEESET B L mRs s
MARER. HEHKEDE T . AT P.S.ZR . HEGAZERLAATMESES W
BFNEZANEFHES.

The Layout of E-mails

1. Heading

Date R4t H 8l#fi A o

From: %5 AH T HE 4okt X 8N AZIFEA

To: W fis A L7 M £ ik

Ce: (Carbon copy)¥bi%k . SRR R B &% 45 2 A, W AEFP i A= B 40 126 A /Y
g 44 b k-

Bece: (Blind carbon copy ) %% . HLF W4 [F] B % 3% 45 AN 6 B s AR G ik Wi /i A
T F78 G Al A D0 B 6 A A o IR 3K ) B 12 bk

Subject: EEEEEE$FH,EI&B@EIB‘J%fi&#)\ﬁiﬁﬁlﬂ*ﬁ)‘(ZﬁﬁtﬂuTﬁ#@]ﬁl&
R EENE. Rk FEAMERHEE . SEGEA—H T4,



Attachment.: {4
2. Salutation FRFE
3. The body IE 3

The Layout of Business Letters

i 551 PR 3K ) R 0 1 Y 3 25 SR, — T T 4R S A N HL 4y 1 ) R B R L 55 — T T
WAGE R M A fE R, R SFERA = A 417X (Indented
Style) . 3k 35X (Full Block Style) flg B ¥ 3k X (Modified Block Style).

1 #iTR |

mE 1-4 FiR 45 i R aE T —F7 88 E— AT R s = 4% . fFMIES. &
— B R AR e o 5 N F R E IR KRN EATELE .

Letterhead

Our Ref No. :
Your Ref No. :

June 1, 2005

International Investment Ltd.
77 Pearl Road
Swanton, Manchester,

England

Dear Madam,

Yours sincerely,
Zhou Hua

Manager

B 14 g7 fE R X

2. %K

WP 1-5 Fzns Sk A5 R — TN T 2 A ST RS . i A B 2

Ht

Unit 1 Essentials of Business Letter Writing




X8

Letterhead

Our Ref No. ;
Your Ref No. :

June 1, 2005

International Investment Ltd.
77 Pearl Road

Swanton, Manchester,
England

Dear Madam,

Yours sincerely,
Zhou Hua

Manager

A 1-5  F ks fE gt

3. KRFELRA
W 1-6 s, 8 Bk 205 of L Bk H 1 45 R 80E M4 4 540 4 HoAh 38 4y 47 9 3k
ME XN ANGE T Rk AE L fE P ) 2 .

Letterhead

Our Ref No. :
Your Ref No. :
June 1, 2005

International Investment Litd.
77 Pearl Road
Swanton, Manchester,

England

Dear Madam,

Yours sincerely,
Zhou Hua
Manager

1-6 B RFL A F R



Addressing Envelopes

FHOEESH NI S %2, P RIF R LR B8 W R AT
AR APF Tk, DFRPFRXMOBEG . mE 1-7 fin. EEALFRA:

Return Address J
Stamp

Mailing Directions

Address

17 RS

(1) FF{5 N4 Fisthhk 5 76 15 300 22 b A7, 2R3 oy b bk R 45— 3.

) W AL EEFHE D T RAKAE.

(3) FREAMBGEAN LMY BEFRES: OBRFEARS; OEF[FHAN
% QAR ZFR: OHEAF bk (G W /NBI K MITUFE S  HUCh TR 738 3k vl oM /2 &
MEE S, e fs BEE L) .

W XTHEMHEEM MRRRAGERLEM, LAHZEANEAFE, TEREH
“Remarks” &b , 4% 75 B2 13 W] F 51 4

Private YN

Personal MNE

Confidential LE(E )

(5) w6 WA A5 ek 9 83 7 3K, T 76 {5 3 9 “Mailing Directions” 4b i B F 51 57
Registered S HE

Express i HE 1

Ordinary Mail YAz

Immediate(Urgent) a4

Printed Matter Ef ] /5%

Sample FF i

(6) G SRAG 1 AN R 5E oL B 27 5 MR A F% 38 IS B B RS liefs A suhk , RZE W fs
AN#FRZ FE: By Politeness of/By Kindness of/ Through the Courtesy of/Per Kindness of/
Forwarded by/Per Favor of/Favored by, Z il E# & A2 F. WRAT HHFEAM
AT MATERGEAEAZ 1S : Please Forward,

(7) G0 SRA5 38 2o R 25 45 58 = & e S8 A iUAm N W B AE (s Atk N TS W% 38 A
k4, HoATIE N c/o(=care of Hy -3, Hiltn .

Mr. Park Davis

‘c/o Mr. Harold Wood

Unit 1 Essentials of Business Letter Writing




(0) srumxa@e

Writing Procedure

i M A7 R B R R4 B S 1 A R RS AP IR
(1) Determine your writing purpose (5 &£ 5 /£ H #)) ;
(2) Analyze your reader (43 #r [ {E A) ;

(3) Organize your thought(F BAZ KN Z) ;

(4) Write your draft (481 #Fi) ;

(5) Polish your writing({E3UE ) .

The Outline of Business Letters

il A o3 A AT 4 S = B, B Sk B v 8] B CRT AR 4R o 5 4 4 BOYR ) PSR B

1. LB

AR TF kX A 8, ZakE s . AR BE RS ER M B AARE, 3k —f o
AWK — R WG R 2AE b, I E R SRR SR X kG0 B S
HNAS FEEMBANFTMALZ SRR X —H TRAXHEERI—HELFEHRE,
TRB-HEE EREGERP TR AT LEELENARN G IFRHERER. F
kB —RESFHWIEX DI, BB —B, CFREHT .

XfF B S AF A AT R LA F i Kk

1) Ji ot 5 B R 15

We thank you for
Thank you for

We appreciate your letter (inquiry, telex, e-mail, fax etc. ) of...

We were pleased to receive

Please accept our thanks for

2) XRfEHITEE

As per

Answering to

your letter (inquiry, telex, e-mail, fax etc.) of...
In response to

In reply to

3) [ &R A b 9 A K ) B

With reference to

In reference to

- your letter (inquiry, telex, e-mail, fax etc.) of...
Referring to

Pursuant to




4) [a] 5k P 42 H B9 BEOR EUE R

As requested

As required

As instructed

According to in your letter of...

In accordance with . )
the request/ instruction

In compliance with

In conformity with

5) X LARUTAR PR B9 b 78 208 A

Fufther to our letter of... 5 B H A4 5 R 7 R

With further reference to our letter of...

Confirming our letter/conversation of... KABAFEAEANER/ &R

This will acknowledge receipt of your inquiry of... | I M ARBIAR T H X B MG
We confirm that out letter of...and... KT WOAREH {5 K I

With further reference to... Kif eee e E— AN FEUNT

X F 5 — UCGE 5 B R 55 (5 oR . 7T LU AR 7 03k
DR Bug NGBS (E2DO

Your company has been recommended to us by...

We learned from...that...

The name of your reputable firm has come to us through...

We have had your name and address given to us by...

2) HCEZAFEN A —HELR

This letter is

We are pleased to inform you that...

We have the honor

Will you please allow me to introduce myself, WARFEREEIET BRNA

2. HEk

F ] Bl 4R A 0s T 60 FA SRR (5 B [B1 & “ who” ¥ when” ¥ what”“ why”
“where”and“how”,

3. BER

18 95 1% BR (19 45 R 1 — MR o B 45 1E SCRT R F 01, 48 7 XSS A 25K, dn v 320k el Bk
HAZITE AR MR SELENSEAE. SRENMZEE. PE. SERNHESHM. 4
RIEMMBREEXERZG, HlR—B., RE\EREHEN T EZEERES IFE.

TR T B EA TR TR G R .

Unit 1 Essentials of Business Letter Writing



