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Unit One
Essential Qualities of Writing Business Letters

AAAAAAAAAAARAAAAAAAA %
Target: To have a general idea about the essential qualities of §

\ writing a good business letter. You should bear in your Y
é mind what the 7C’ s principle is. = ... { §

C FIB/R.ITMEGHSERIXAHER, *ﬂmﬁmm 8

G’WWVVWVVWWWWVWWWWM

1.1 General Introduction

In your English business letter writing, you need to learn and apply certain
principles to effectively communicating with others. These writing principles can
be summed up as 7Cs, i.e. Clearness, Conciseness, Consideration, Courtesy,
Concreteness, Correctness, Completeness.

EENRSERBES KT ESE T ME AR E NS RN DL EE &
Ho 5 A A S HEE . XL B BRI AG 0 7C R, B - 05 R LA A B AL
Bk EW . EE.

1.2 The 7 C’s Principles

1. Clearness &%

Clearness means that your letter is clear and easy to understand. Therefore,
you should always do as follows:

(1) Include illustrations, examples or visual aids to convey your information.

(2) Use simple, plain language and avoid business jargons.

BEEREROEARVAESEN . B, VR0 %98 LT 0k -

(1) #R7ATLAFEAR A 6 A 4 B | 2 ) g R At 7 A 58 7 B 388 R ) K G R A% 328

"R
(2) AR EARES , BREEe L E51TE.



2. Conciseness &%

Conciseness is considered the most important principle in business letter
writing as we now live in a world where time is money. Nobody will spend more
time writing or reading a letter if your letter is a wordy one, it can only find its
way to the waste-paper basket.

To achieve conciseness, you should:

(1) Avoid wordy statement and fancy language.

(2) Use short sentences instead of long ones.

(3) Paragraph your message carefully.

BMEBRAIEESFREFETRERMEER, B IRNEBE—TREE
ANERHUFE BARBLZAEANEERRRG, NREANGEEER, EHRE
WEARKE,

KB BRI E K B8, R

(1) 5B HRE B 2L i 8

(2) REAIMABKA,

(3) P> B,

3. Consideration &zl

Consideration means thoughtfulness. So you should always put yourself in
your reader’ s place, which is what people now emphasize, i.e. “You” attitude.
In your letter, you should always keep in mind the receiver we are writing to,
understanding his or her problems and take the positive approach.

BB E AN, BT LUK AT B iR S Ab s, A BB, XRERE
AMI—EBRERAAER"HWEE. SE, oot 8 B6HE A, B8 At i E
M IFRBEENSE,

4. Courtesy L3578

Courtesy here means the polite expression or kind action. A letter with kind

intention and polite expression will help to enhance the business partnership and
make new friends.

To be courteous, you should take the following steps:

(1) Always give punctual reply.

-4 -



(2) Be sincerely tactful and appreciative.

(3) Be modest but not humble in wording.

BB EHRAILNREIAMERBENITo. AAILERNOHEREHBT
MBRA B F KX RIFEXFME

B AL RS, RBI BRI, T ik

(1) BRBBIRNER,

(2) AbHBE, EXREHA

(3) & wE ,BEAET,

5. Concreteness B &

To be concrete ‘means your letter should be presented to the receiver in a
specific, definite way rather than in a general way.

(1) Give specific figures and facts.

(2) Use vivid and exact words.

BAE BB RS RR LG E 5 U180 07 2T AR R LK 9 BRI 8% O X
RRGEE

(1) HHREBEFNEL,

(2) RALES HHEHBER

6. Correctness £

Correct spelling, proper grammar and punctuation will give your letter a good
appearance but they are not all the factors that correctness comprises. In our
business letters, you should attach great importance to this writing principle,
especially when you are giving information regarding dates, specifications, prices,
quantities, discounts, commission, units and figures, etc. A minor mistake in this
respect sometimes means you will make no profit or even lose out.

HREPHE RUNEENFRABILANEE L XEREER, BHRLAH
FEEEEPHERITFENNERIL, EHFERNSES, SPBREH.
A A R T e B BFSH AR EEX—EERMNE
B,

7. Completeness &

When your business letter contains all the information that your receiver

. 5.



expects, we can say it is “complete”. Such a letter is more likely to bring the
desired result, avoid unexpected disputes and build goodwill. Before sending out
your letter, you should check it again to ensure no information is missing.
HAEYKRHEFERLET T —UIRAATTRHELR, RIABREERLRE
B, XMHEETRIFERTIEBHER, BB NUL, HEEEFHH
HFRR,
EFDERWN,ANZEEE R, UHERAEFERRN.

In order to save time and money, avoid unnecessary letter exchanges, build
good impression, strengthen business relations, and help make profit, you should
always bear in your mind the above-mentioned 7 C’ s principles in your business
letter writing.

AT HEANEMEER, BN LENOERAER, B RIFEIR, R % %
RAWBEN  ERFFEREIEN, FOEIE LR 7C T,

Answer the following questions.

1. Why should you apply the 7C’ s principles to your English business letter
writing? Can you name the 7Cs?

2. Do you know the simple and proper ways to obtain clearness, conciseness
and courtesy in your business letter writing?



Unit Two
Layout & Writing Styles of Business English Letters

§

veuvey

AAAAAAAAAAAA,
§ Target: To learn the wrltlng styies and the layout of a buslness

§ letter & an envelope.
C ##98#%.7 nmﬁ#u&wxm&

R s e

2.1 General Introduction

Although there are different ways in business writing, people usually follow a
certain standardized way in their business communication. Generally speaking, a
business letter should consist of the following seven principal parts:

REBHERE A AR IR, B AATEH %58 R P EERE— A
. —BRE, BSFEREFHUTHECNERZRTHR

1. Letterhead ({g§3k)

Date ( H3)

. Inside Name & Address ({5 N 174 SHsdlk)
. Salutation ( FREE)

- Body of a Letter (fg#JIE3C)

. Complimentary Close (4B &EEIR)

. Signature (%&45)

The above seven parts must be involved in your business letters. But
depending on different purposes and options, a business letter will also present
some other elements, such as:

ERE-EAISFERF R R P RARF D, ﬁﬁﬁ$ﬁé§5f‘ﬁﬂ‘ﬂﬂiﬁ#
T 95 1 BRI AT A0 3 — S6 HC At B B I P 2, 4

1. Reference No. (& 4% )

2. Attention Line (£ AR2H)



Subject / Caption ({5 BHRE)
Enclosure ( /i {4 )

Carbon Copy (#p3%47&)
Postscript ( it =)

St s w

2.2 Different Parts in Business Letters

1. Letterhead fFk(RE A AT R 5Hat)

Letterhead can also be called heading of the letter. It is usually placed on the
top of the letter. Besides the name and address, sometimes it also gives the
relevant information about the sender’ s company, such as: telephone number,
cable address, telex address, fax number, internet address, email address, etc.

FXRBTHRNFRERL BERAERFELR. BTREAL AL 5S4t L
S ERETESREBEATAHMMBEXLER AR ESB ARES B
S HSH TN R AL LR s TR ek 4

2. Date HHf

In business letters, date line is very important. You can decide from the date
line whether an order is fulfilled, a contract or an agreement is in effect, or a bill is
paid. Therefore, it shouldn’t be wrongly written or omitted.

ERFFERD, APERREEN, KENIHAE - HELRFERT,
EREBURTEER, RE—HILREFE XM, Hilt, ERBEEERAR.

Generally speaking, there are two ways in writing the date. You .can write it

in the logical order of day, month, year.

—MRU, ARARREE, —fME%E A ERE8 /B HY,
e. g. 11" Nov. 2005

Or you can write the date after the month and use a comma between the day

and the year.

. 8.



