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( The Different Style and the Special

Forms of Business Letters)

MBRNFERARHE—H, B BERLREH™E, BK
S, B HRREFBREADHER,
KL BEEFRAITFIRRRNET, TARTFE. B
XM EERATN S, £ SRABERIHZBERARAER,
AFEAH, BRALEFEL, X NS A L ERTE
Ao, BE L MIFTEXEN, AR EHNES S, MAREW
HIFESE, FTLL, ZEBE R BRI, BA L EIERIF L0 %
FREZTHEAT, BRRPNBIE, EXTFEORMENE ¥R
&, RS R AEL, U R — %5 5 ENTERETIARE.
EEHRLHE, ELAUEUTEA:
1) FKIERE MW, BEMER,
2) BERRE NI T K, BE AL it 5 5 BRI
.
3RV INE X, B E A S, RUA®, YA
REEZEHEB,
4 TigH A RE s, R EE,
5) EISZ R, A E G| R HLFH
a. B BCE R PR B EIE )



b. {47 TR HIGERL 5
c. RN E R EG .

6) B 2 2k BALSH L A4 o

T) BEEW P

ETHRA, BHEHENIOE G FESE ST EER
7o XEBFBENBEARD, Bl BERERBS, mERR
AR, RGN E, BT AR FREZ L ]
DT ER, BLERZ T ERNET H L.

THEEERBEAS AR —BROLE

Like personal letters and social letters, business letters should be
well-arranged and well-written, otherwise they can not express oneself
and one’ s firm to best advantage.

But business letters are usually typed, not hand-written. And the
style of writing, forms and patterns are a bit different from those of
personal or social ones.

As we know, people in business circles are always busy. What
they are interested in is the content of the letter itself, not its wording.
So,in writing a business letter, there is no need to spend much time in
finding colourful words and using complicated and beantiful modifiers
in sentences. Simple English with brief but clear and accurate words is
generally required. More often, some special terms and expressions in
business are used.

Of course,to write more effective business letters, there still are
some more points to bear in mind;

1) Write them clearly, logically , accurately ,and correctly.

2) Write them from the reader’ s point of view.

3) Be conversational in tone and simple in language so that the

letter is interesting to read,-cordial in spirit, sometimes witty
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and often imaginative. . . and always. natural.

4) Whenever receiving business letters, answer them promptly.

5) Make sure of your facts before you write ;

a. Check or underline the parts of the letter that require an
answer.

b. Get all the necessary data and information you need.

c. Review any previous correspondence on file if necessary.

6) Be always courteous and friendly.

7) Be sincere and enthusiastic.

As for forms and patterns, we know that every well-arranged letter
1s made up of six essential parts. They comprise the structure, or
framework , of an English letter. Business letters, too, have these six
essential parts.

The only difference in the use of an Inside Address is that its
position may be either immediately preceding the salutation,or at the
end of the letter ,below the signature ,in the lower left-hand corner.

The following outline shows the six parts of a business letter;

L5k January 11,1999
2. fFRHE Mr. Werner J. Sparks
(BfEN) 504 West Tenth Street
New York,N. Y.
3. fkif Dear Mr. Sparks,

We acknowledge receipt ol
4. ¢ your letter dated December 30.
We take pleasure in making

you, as per your request, the

following offers



Art. No. 171------

We look forward to receiving

your order.
5. #5iE Yours faithfully,
6. B4 (Wang egmg
Wang Ching
S %

( The Heading)

B BEILE SRR AR GXH ¥ RR Y S5
O MBIESH GRES AESHERRDT THEE LR, @
FhEARENBRR, .

Business letters are almost always written on business letter-heads
giving the name and address of the firm, as a rule the nature of the
business, together with cable address, telephone and telex numbers
which the recipient will find convenient to contact. For example ;

CHINA NATIONAL MACHINERY AND EQUIPMENT IMPORT
AND EXPORT CORPORATION

HENAN BRANCH

Add:No. 3 Hongqi Road, Jinshui District, Zhengzhou , China

CABLE : EQUIMPEX Zhengzhou

TEL:55320 55219 TELEX ;46054 ZHCME CN

B, Tk KU R A SR EHTE. 4R, 08
PR B FRE i LR A AR Mot %, S kB RIS
EAI R EEAM, .
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