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‘ézg Objectives

After studying this chapter, hopefully you will have some clear ideas about
1. principles and approaches of writing business letters;

2. the usual structure of a business letter and e-mails;

3. how to edit layouts and arrange the parts of a business letter in good order;
4. some knowledge about products and trade organizations.

I. About the Course

Il o 7 95 D i B LR OV I B S5 AR A R A R O BR R 07 30, RIF R SNE TR 5
WHEMERBHFENNERZ TR EFMERS AR R BEARRIR, et
MLz, REHIELWFEENFSE. SMFAT LR LML G, Bl
ShBR LS5 A R SE SO B B AR B RSSO B AR R B ARIEA S FAF K
RIETT &, EHAEERBIEEAKFRRN, BEERXTINA S S R LRE,
FEMR AN SR F L5 TAERE S . ZRER —TTH IR 5LRE SR F RN
ZFFt.



CHAPTER 1

International Business English Correspondence

fa

Il. Guidelines for Effective Business Correspondence

1. IFREFERNSERZE

SRRV FFEFERELERA—F—E, UAERREL. SIMEAR—BRE RS
BUREM . —M1S B A5k H) (opening sentence). 1E3C (purpose message). 45EH]
(closing sentence) =/M&45r. RIEAEE EHGERPRDARNRESH. MEEEFER
WA L AN S FEBF R NP K HERGHM (directapproach) H[a[ #4514

(indirect approach) .

1) BRXEM—A THELSABRERFRELNES

BN FRABN SR, B EHRXMEN. ERANGERME 4 M,
T Mn{E S (additional information) X—#4, FEEREHFEHER —LEENHFHE
FEEER T

5 BV F KRR W SR M5 B AR ZE

I k4 1. FREREE BN 1. K& 1. REEMH

1258 2. ABRNAE RN A 2. REGHFEMMERMR/ BEREE 2. BRI BEHIATE
GWiE 3. BAKGRE 3. REFEEKRE 3. RIFEEIRIE

2) MBEXLEM—HRLARZOELHHHER, TAEZRY &AM

BIRLANAHERERN, ARG TERMGENT, BwlksiEk, —BKA
ARG, BEAARIGERFR R 5 M : © FArkkd: @ i © EABNT;
@ BT © BRMERIE.

A bus: EiEECINE e EREAEHIE BRI
T4 1. REfEMN 1. REEMN 1. REEM 1. R

2. EHEPATERERZ 2. ELEPATRER 2. $RHE FIET R IR 2. RILFARE
1EX 3. HHA%H 3. YHZ%H 3. WH%H 3. %M

4. RHFTTIE 4. RHFETTE 4. BN 4. HHFNBOT IR
SRIE 5. BAMERIE 5. BRHGHIE 5. BAHGRIE 5. REFEEIRIE

2. EEERERMSERN
B S SE SR S/ER RN (writing principles) S ERH 3 4~ “C” (Conciseness,
Clearness, Courtesy) REZIHAK 74 “C”, Bl: Clarity (&%) , Consideration ({4
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Business English Correspondence

1), Courtesy (£L%i), Completeness (5¢%¢), Conciseness ({& ), Concreteness (E
&), Correctness (IE#i).

1) 7% (Clarity )

HRRIGENACREENESHA. BSXCBNFEERY, ERSH, rEttEg.
HABFMHESHE, TEEFA. SWANE. FRAERSHR. AT REKEWE, &
B AREM EJas. B, BRSE. Fl:

As to the steamers sailing from Hong Kong to San Francisco, we have bimonthly direct
services. (bimonthly H M~ X : twice a month, Y once two months)

Rewriting:

We have two direct sailings every month from Hong Kong to San Francisco.

We have semimonthly direct sailings every month from Hong Kong to San Francisco.

We have a direct sailing from Hong Kong to San Francisco every two months.

2) 4&% ( Consideration )

15, BDZ WX A B R (you-attitude), BRI AR AT R, BE. &K%,
HHEIEM. HEiRng, REANTERAERDE. FTEMEIE b RET you-
attitude, MRHMIFHRE .

a. We allow 2% discount for cash payment.

b. You may earn 2% discount if you can pay us cash.

3) #L$% (Courtesy )

FRSXHNAERLWEN. HALEN . ARATHEE: RixHRNEG. R,
BEE S BardABAE RS FEHERIESRRERURELS:; RIREEX T
RALSARIL, AHL TS E. RSN A R FER M kindly (pls) FA)HL,
BEfa A KA 5 ERNE RS . kindly AIRIRE T HEAREFAWEELESHNE &4,
BN H AT 55 TR A ROALS AR, RIR T AR AR . RIS

i 4n:

Kindly find attached picture of Slipper 3 colors. Pls quote for same.

(ZLUE

If you can supply this article, kindly send me a detailed pricelist. Can you send samples to
our CATANIA offices?

4) 7% (Completeness )

ERFREEALES, NARNENTEE. BEREREN B AER
PR 55 ST SCH R 5 5 (5 A A BB UWUE A8 AR R B A — V) 1 B ) R, R (BB
RAZIRE P2 MR ER . EMME, FESHEE R & KR E RS
FoFe
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International Business English Correspondence

5) &7 (Conciseness )

AR R R TR AR L F B R M RAFTEREMANE, MBI TE
. BARMERALSRME. &R S5 B R SRR 5 S P R (45 B 2l BB S
B SCFEE, HESHAERR., B, WY, BREHAESEN. FIHARELARE.
Bid]. sERAKE), REZHMEARBOE RN DEEE . SERERE =R S
B %1%, AR

Bi4n, HATEFIEF L A)E N: “Thanks for your e-mail.”, TifE4e(s &N A: “We

are in receipt of your letter of Dec. 7.”.

6) 4Kk ( Concreteness )

BB AR A, HF. BR, HBEW. TE. iR, EENTHH AR
N A5 BREE B 0 7 BB R B A] RS o, JUH R E M3 Rk B Rl &R Pl
WAL, TEMREMEREAZEENER (GIRE. WEZS%FX. . BEEE), §E
BRI SESLAEE . ELEMENERER L, 2080 E SCHFRE.

7) E# (Correctness )

FriBIER, FIENIEEE. maMERHIEXEEAER. BEXPHNAR (%
E. BIES) LALUERPIESNESEEMNURE, AMMEEaERE, SUaLBE0
B T R E KA TR

I1l. Layout of Business E-mails and Letters

1. BFHRH

1) &FoRfFeg44

HL T WIS A4 B 3 S SR AR IESC R /- . {53k (letterhead) BIEWAE A
BN, B, B, P&, M, 4 ESCEERE. ABRMSERE, Wl 1-1 s,

BREEFRIE—REN: Dear+44%, Hilfl: Dear Alicia. BFRA T H % o BRI 51 L
RENEZERES; WRNATHEABRES, REHZF, P ENHA.

WRA B E BRG] F1, SIRARFTLR, BRI G HERER, F140 “The best

price list for chainsaw ! ",
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lmatEu‘matQaﬁmsIods

}mmm»m:mmmmmmm; Sign Encrypt - 7
To: Id:laﬂﬁl%td’mcom — f.
ereme wahstohumd.cun\ R
ode LUGEDN
! i
. 5 ave make an arrangment 1o send some reperesentative to visit your compnay é
in order to pu poducts. 4
H
Now quickly let eccesary information you need to provide invitation letter for the visitors visa i
that coming to your company for the items .
NOTE 1
{THE INVITATION LETTER SHOULD BE APPROVED FROM YOUR LOCAL FOREIGN AFFAIR IN YOUR PROVINCE . £
The embassy only accept the invitation letters approved by foreign affairs of your city goverrment. i
Please be kindly to find the attached file to see the sample of the invitation letter. gll
Also, you can open attach file to see our company registered certificate copy. ‘3
Thanks i |
}
Best rcsards 1
Richard ! §
Management
1Ch1na

{Mobile No— 234

‘rlau
sample_ nf

B 1-1 HBFHER G

P45 R B EE — AR “Bestregards”. “B.rgds”. “Best wishes” %%, @4, TEB Y]
MBI 5 H, T HNELRN %R, QFEL. B, Af4. Afmi. &iE
EHE. — MR 4 T

Amne Jense

Hong Kong ABC Co., Ltd.

Purchasing manager

Shenzhen Office

5th Floor, Block C, F 3.8 Building Tianjing

Tianan Cyber Park, Jiansha District

Shenzhen, China

[t] +86-987654321

[f] +86-987654321

Wﬁ@%gﬁﬁﬁﬁﬁﬁﬁ@%%%kﬁ,w%ﬁ,@EN&E@E%%AﬁO%
%,Eﬁﬁﬁaﬁiﬁﬁ@$,%Eﬁ&%%ﬁi%tﬁmwwﬁoﬁﬂﬂ%—%ﬁﬁ
P&, FLLEHEDETIMXAR.

PR BT IR RRFAE, TP R ML MR, B, R, T
ﬁ%ﬁ%#%ﬁ%%,%QEE%M#EKEEE%WW#,u%ﬁﬁﬁﬁﬁ%ﬁbo
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B R R /N R 75 B A AR I B FE MR IRAN AR, 4@ Z AU AT LASE A Photoshop f(
b, RERAFBAD, SKEFSERERDMIRERT, ZEEERR. 7o,
MEAERIERZE ), FHEZKE R &M — PDF UM, XHEE AL — TG i
%, ANTAE. ML MRIEAR F B3 LB RIE, XHEEFER T .

2) w5

BRI IES— A E ALK, —RFAE, @THE. ERE\EABTAR, KEHATLL
AR, BRKIATERE, RENRE T, BARRK—RAERR: 7k UmgEiE.

(1) FhReFLRK (Block Style). FkANEATHMAELTFIEEGT, Bk la—k
T—AT, BAUBEL TIRE|THGE. B, BT ALK

Dear Mikhail,

Thank you for your mail.

Our factory is specialized in making outdoor shoes.

There are 8 different outsoles for outdoor products on your sample form. We select some
outsoles for your reference. These samples will be sent out March 25 if outsoles be conformed
before Jan. 22.

Please see attached and advice.

Thank you.

Best regards,

Celia
(CC: Mr. Benjamin Chan)

(2) 45i#3 (Indented Style). H—ERMBE —THMNAEILT BAGEL% M 3~5 4
FROAE, BLBHERERA T . S —RA T PSR RESRIKIEE.



