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Basic Knowledge of Business
Communication

Study Aims

5z %1 B ¥R
1. To understand writing principles and language characteristics.
2. To be familiar with parts of business letters.
3. To be familiar with structures of business letters.
4. To learn three writing formats of business letters.

5. To learn how to write an envelope.

ISR

1. To be able to recognize parts of business letters.

2. To be able to recognize three writing formats of business letters.
3. To be able to write a business letter in proper structure.

4. To be able to write an envelope.

Lead in

o There are a lot of means of business communication. Besides face-to-face
communication with your customers, you also need some written forms of
communication to contact with the outside world and conclude a deal. Written
communication in business plays an important role in an age of electronic
communication. Its advantages are as follows:

1) To keep a record of all important facts for ready reference;

2) To decrease the cost of negotiations;

3) To rush the long-distance communication conveniently;

4) To be much clearer compared with oral expression;

5) To solve daily problems efficiently, etc.

o Nowadays millions of business letters are being sent by fax or email to carry out
business rountine, such as E-commerce involving offering, ordering, enquiring,

payment and complaints. All these are on the basis of writing skills in business letters.
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Good writing can lead you to gain more opportunities. It is also the stepstone to
success. Otherwise bad writing may cause misunderstanding, conflicts, even miserable
business war. So when you write business letters, you should be careful enough to
express your meaning in correct words and expressions. This unit is intended to
develop skills in writing such good business letters.

Parts of Business Letters

BRSBTS, HAT ARG 28, WATIB G g iR . AR
FCE BRI 7y, B SRR 5515 08 T LAy g -EA 2R R-B AN IR EERR 2

I. Seven Principal Parts ( -L4~32254%) )

FERy, Wi G AN o BRI, — 3R 455 B 2D Az B LR BN
i)

1. Letterhead ({3k)

(EPS ACTEPNGIE: W1} e b S Ok U E PN AR Y /SN TR N S AT TR Y (/N
R PR MBS, SRS E NG S AL 550 DL f - Ik 555
EAFE R A, SESCHAER S i MEKR, 2@l k.

Jameson & Sons Ltd.

34 Madison Square

Melbourne E.C.2.

Australia

Tel: +61-2-70525345

Fax: +61-2-70525345

2. Date (HED

FEHEL ARSI O, BFEH. A, . HRETHR AR RS. D 8E
PR W H A 2008 428 H 9 H, WTLLS: August 9, 2008, H 142 [\ & i H
GRETT; L5 9 August, 2008 {EIFER IS H LM 9ECBY, AZRBLLLIR K
JEA: 8, 9, 2008; 1 9/8/2008, LR

3. Inside Name and Address ({5t FNE2)

15 P ik Ak 2 s A bl R 44 o s AN sl Rk 42 4 Y T, e AR
BN WS NI ECR A . AR AAFR. BrIEAR. Wi FR. B K LFR. HEB
48, B MU /MR, H R d i SR A4 N L Sk A bR g,

Mr. Goe Smith

Jameson & Sons Ltd.

34 Madison Square

Melbourne E.C.2.

Australia
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4. Salutation (FRiB)

FRUE— A T4 P HBEE R 15 —A7 Ak o anZniE s N ik 42 5000, an 53l Dear
Mr. Goe Smith, WPk, T U7, #BnI#RZ Dear Ms. Mary Whiteo  W1ANBH A (5
ANk 22 5k v e A$, AIFR Dear Sirs, Dear Ladies and Gentlemen, U1 2 &1HfE N H—
N, HJ#F Dear Sir or Madam.

5. Body (IE30)

WATB o P B S AEFE SN, AIFE I RE . BSOS RS, IESCRfERM
e, REHEANGBRUE ARTERIER, RAEHEANBERE Y, @E—MBERE—

F

/TN /N o

6. Complementary Close (53R i&)

SERE R NEZE RS, LT SCE R “ B Bl xS RE
f: Sincerely, Sincerely yours, Yours truly, Yours faithfully, Yours, Best regards % . WA Z0yE &
e AR A REBAURE o Sl — A TN T s 474k,

7. Signature (%8)

WS ARy, AR SEANTEE4. SEANRHTEEL . 5EA
A5 Bk AT e

ABC Co., Ltd.

John Smith

John Smith

General Manager

il

II. Seven Optional Parts (-LANKEEERSY )

RSy, XORRA RS 7 s B R 2r o PR, S48 AT B 572, A
XML P T AN IREEE IS INAEAR B b, H AR AT 2008 2515 BRI RAR L i b, X B
REER U

1. The Reference Number (475)

G — AT AL TSR RS AT 4. JEART T

Our ref. 123

Your ref. 45

1) ASE 5 5 AT N bR i I ARES 1 L AH O B FL

2. The Attention Line GEZ1i1)

TR PRI A5 o N AR AL 28 Hor E N BUZ A A JEER T o TR

For the attention of Mr. Joe Brown

Attention: Mr. Joe Brown

Attention: Mr. Joe Brown

3. Subject (Ef)

TR R SORAETAAE N — H TR EAE R I N2, w] DU 8 R4 oK 5
NRIZ, AT BUE JUANAE, e




4 EiEFHSEE (FTHR)

Subject: ORDER NO12
Re: ORDER NO12
4. Enclosure (i)
BEAFFR BEAS B 27 7 S0, TS
Enclosed is my resume.
Enclosure: A Resume.
Enc.: A Resume.
TRy 2 AN, 2N g i,
411 Enclosure 3; Enc.3; Encl. 3
1. A Resume
2. A Picture
3. A Letter of Reference
5. Initial Indentation (EFEHES)

BERAR PR IR AL NFITED AN [ — N, A7 BEAEAR bR PRI, W AR N T H
BE LA NAETEN I 1 E 7 RS

un: 222 Joe Brown 244 N, Bb15 Alice Green A 4TEI A, AT 455 i J. B. (sales manager)/
A.G. (typist)

6. The Copy Line ($#}i%)

IHIEAIA T2 H KR ARSI A7 HeAb N B R SO sl pi . BT
C : for copy
Cc: for carton copy

7. Postscript (Mi=)

WNAERZ A A I AE SRR 23 I e B S A Ay SRR T ), ) BULAERE A4 2 J5 InvE by
S B, A TRERIREL, IR R BRI S . BT
P.S.: The sample will be sent to you on May 11.

Layouts of Business Letters

There are three main layouts of business letters:

R, SO AR PSR B At Sk A gE A A

1. Indented Style (ZEi#=)

Indented style is the traditional British practice with the heading usually in the middle and
the date on the right—hand side. The complimentary close and signature may be in the center or
commence at the center point. The first line of each paragraph should be indented.

At AR AL g S UE AR 0, et m Sk, Ha A, 4iRiEmeEs
Ja Tt B BRBUE HAT4EE 4~6 7 EE

I



Unit 1 Basic Knowledge of Business Communication 5

(1) Letter head
(2) Date
(3) Inside name and address
(4) Salutation
(5) Body
sk sk sk sk sk s sk st sk sie sk sk sk sk sk sk sk sk sk sk sk sk sie skeoske sk sk skeoske skeoske sk sk st sk st skeoste skeske skl skeoskokoskokoskokoskoko ko ks b e ke ek ek e s skoskeoskskok

st sfe sfe s sk s sfe ske ke sk s sfe sk sie sk sk sfe ske sk sk sk sfe she sl sk s sfe ske sk st sk she sk s st sk sfe sk sk ke skeoskeoskeosioke skeoskoskokokokoskokok sk koksk ek ke bk ke ke

(6) Complementary close
(7) Signature

Example 1
ABC Trading Co.
188 Newton Palace
New York
Tel:
Fax:
May 9, 2013
M.J. Marks, manager
30 Arlington
Cambridge

Dear Ms. Mark,

Thank you for your enquiry in your letter of Apr 25 for our T-shirts.

We are now sending our quotation sheet for your selection. We also enclose a sample
and are sure that you will be satisfied with their fine quality.

Hope to serve you soon.

Yours sincerely,
John Smith

2. Block Style (3F3k=)

Block style is now the most popular practice of displaying business communication.The
letterhead is usually in the middle. Its remarkable feature is that all typing lines, including those
for date, inside name and address, salution, subject, each paragraph and complimentary close,
begin at the left-hand margin.

Fe kU — MBI M S AE e &R R IE SR T EIR 2, BIBR T 15 ke
AL, BT RN EY . AN RE A hE . FRIE . 3R RN BOK S Sl A A A M ZE TR
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B,
W/

(1) Letter head
(2) Date
(3) Inside name and address
(4) Salutation
(5) Body

LR R R R R R R R R R R R R S R R e e S S R R R O R S
LR R R R R R R SR R R R R A R S SR S SR R R R R R R R S R SR SR SR S SR R R R R R S R R R R R SR L

(6) Complementary close

(7) Signature

Example 2
ABC Trading Co.
188 Newton Palace
New York
Tel:
Fax:

May 9, 2013
M.J. Marks, manager
30 Arlington
Cambridge

Dear Ms. Mark,

Thank you for your enquiry in your letter of Apr 25 for our T-shirts.

We are now sending our quotation sheet for your selection. We also enclose a sample and are
sure that you will be satisfied with their fine quality.

Hope to serve you soon.

Yours sincerely,

John Smith

3. Modified Style (4Z&3)
Modified style is the mixture of the above two styles. The letterhead is usually in the
middle. The first line of a paragraph is lined up with the left margin, but date, closing and
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signature are indented.
A AR DL E RS RS TR S . RS SRR, A BARBOA I AT AL
Ttk HE, (AHW, S5aEMEALSEEERFHEHE .

(1) Letter head
(2) Date
(3) Inside name and address
(4) Salutation
(5) Body
sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk st sk sk sk sk sk sk sk steoske sk sk sk sk sk skt sk sk stk kst skoskoskoskoskokotioskoskokokokoskokokosk skokosk sk kb e e kb e kb e ke

st sfe she sk sk s sfe she sk sk sfe sfe sk sie sk sk she ske sk sk sk sfe she sk sk she sfe sk s st sk she ske s ste sk sfe sl sk ke skeosleoskeosio ke skeoskoskokokokoskokokok skokokskok ke e bk kb ke ke

(6) Complementary close
(7) Signature

Example 3
ABC Trading Co.
188 Newton Palace
New York
Tel:
Fax:
May 9, 2013
M.J. Marks, manager
30 Arlington
Cambridge

Dear Ms. Mark,

Thank you for your enquiry in your letter of Apr 25 for our T-shirts.

We are now sending our quotation sheet for your selection. We also enclose a sample and are
sure that you will be satisfied with their fine quality.

Hope to serve you soon.

Yours sincerely,
John Smith

Writing Principles of Business Letters

& Completeness ( Z%)

A bussiness letter is successful and effective only when it contains all the necessary
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information to the readers and answers all the questions and requirements put forward by the
readers.

FIT iV 56 Bl EEAE T 5505 R AT BE A S S N /s I B A A B B Bl 25 R A N3
H PR A ) R, R A S A R AR o

& Concreteness ( B{%)

A business letter should be specific, definite instead of being vague, general and abstract.

R SE N AZ AR IR, AR PR 2 iR e R R

e.g. a) we wish to confirm our fax sent yesterday.

b) We confirm our fax of Sep 10, 2006.

Jrir: b) ftka) AERMASG L

@ Clarity (75%)

It is wise for a writer to make himself understood well by using clear expressions and
simple words.

B NAL P T Wb PR A A 15 B o o Y A A B B B s R IR R

e.g.

A B
metropolitan big city
render give
finalize finish
demonstrate show

AT B AL A 41 IR BE 2 S 1S £ .
® Conciseness ( f&ii& )
A concise letter can save time and costs for both writers and readers.

¥t PR B8 R B A5 AR N2 T I TR AT AR

e.g.
A B

At this time now

Come to a decision decide

For the purpose for

For the reason since, because

In most cases usually

At an early date soon

3T B ASRIALE A HRIKEREGZ
® Courtesy (EX)
Courtesy here refers to polite expressions and sentences in letter writing.

FOEARAE SAE A HIAL S e (R ak A A 2
e.g.
a) We cannot deliver the goods all at one time.
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b) I'm afraid we cannot deliver the goods all at one time.

¢) You ought to have accepted the offer.

d) It seems to us that you ought to have accepted the offer.

G307 bR )L a) F o)) RIZER AL .

@ Consideration (/&%)

An effective business letter is written on the basis of putting yourself into your readers’

shoes. You’ll be better understood if you consider readers’ attitude and feeling much more than yours.

B R T 55 B R LA A (0 A0 B HR R S A RS o R 2 2 R U5 IS

AURGE, 2N A B AR R

A B
“We” attitude “You” attitude
We allow a 5% discount.... You earn a 5% discount when....
We are pleased to announce that.... You will be pleased to know that....

M B ARKIALL A 413R0E BAS 5 IR T .
& Correctness (IE# )

The reader gets meaning out of what is said and how it is said in the letter. So the writer

has to make his letter correct and proper including its grammar, structure, and even spelling.

TN

BAE AME TP BN B L T A AR e Rk 1) DL, B A8 N ERAIE 55 N 2 IE
WS THA, ARRTERE K LS ST I

e.g.

a) This product is absolutely the best on the market.

b) This product is the best one we can offer.

AT b)YRIFRIELL a) ) RIS ER AR L .

Envelope Addressing (5EH1951%)

There are two basic requirements of envelope addressing: accuracy and clearness.
Layout:

Sender’s name and
address Stamp

Receiver’s name and

address

Airmail
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e.g.

China National Chemicals Imp. and Exp. Corp. St
amp

318 Qingchun Road, Qingchun Mansion

Hangzhou, Zhejiang

China
President John Gates
ABC Co., Ltd.
156 Madison Street
London
UK.

‘ Airmail ‘

Email Addressing (FoL-F-HB{RS )

e.g.
Email 1

From: prettygirl@yahoo.com (BCD Co., Ltd.)

To: coolboy@hotmail.com (ABC Co., Ltd.)

Date: Jan 8, 2013

Subject: order

Attachment: Purchase order

Dear Sir or Madam:

Thank you for your email of Jan, 8.

We appreciate your cooperation and are pleased to confirm the order as follows:

50 tons of first-class coffee at US$500 per ton CIF Shanghai, for shipment in May,
2013.

Enclosed please find our Purchase Order NO.123 and return one signed copy ASAP.

We are arranging the L/C establishment with Bank of China, Hangzhou when we

receive the above mentioned Purchase Order in time.

Yours faithfully,
Mary
BCD Co., Ltd.




