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Fundamentals of Business Correspondence
B FSREBPH R

7C Principles and 12 Rules: 10 Useful Sentences
XF7C EME 12 £FHMMEY 10 NEBER

. Called the “seven Cs”, the principles for business communication put forward by Professor
emeritus Herta A. Murphy, University of Washington, and her two colleagues in University
of Michigan are completeness, conciseness, consideration, concreteness, clarity, courtesy and
correctness.

% HARBAT R - A - BIEFE RN KM TR KA W4 R, HEFE
T RISACER “7C” RN . e, M. B, BAR, R, ALE. MERR.

. Be complete in giving your message receiver all necessary information.

e A ARV EBE R "

. Apply the second C, conciseness, through eliminating wordy expressions, including only
relevant material, and avoiding unnecessary repetition.

B A CIRN—RE, HFIUKiIER, KRR, @A AUENEER.

. Consideration means putting yourself in the place of your audience, focusing on “you” in
place of “I” or “we”.

AL CATHRHFALLE, bR “R7 FE, AR R, BT AL
. Insert specific, definite, and vivid words to make your message concrete, the fourth
Cprinciple.

WARFER . BUIR . SRS, ERERNERFEEN C FN—EAK,

. Think of clarity as using words that are familiar to the message receiver, and as using short

sentences that contains one main idea.
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The sixth C principle, courtesy, means being tactful, thoughtful, and appreciative.

AN CRM—ALR, BHRfA. i, AR

The last of the seven Cs focuses on correctness in grammar, punctuation, and spelling, and
on giving thought to the right level of language and the checking of figures, facts and words.
7C EN B JE —&——HER, RIAIEE . BRAMRS AHERERYE:, ERMESH
LRRWZH, ERNET . FL5HANER.

Robert W. Bly, director of the Center for Technical Communication, Dumont, NJ, and Ms.
Kelly, his colleague, believe that in today’s world of instant e-mails and concise letters, your
reader doesn’t have time to waste, and neither do you. Therefore they offer 12 rules for the
writing of business e-mails and letters.

(EE ) FrEAMHFEERAZ R .0 FEP AR - W - S LHREFIF A0,
e 244 BN ZIZS W T HRF AR T AR A5, WP ABCAE TR AR 3%, R A
ABish, EIABATHERT 55 H TR R — SRR B IR T 12 2800,

The 12 Rules by Mr. Bly and Ms. Kelly are: 1) getting organized; 2) knowing the reader;
3) avoiding “corporatese”; 4) favoring the active voice; 5) avoiding lengthy sentences;
6) being specific; 7) being simple; 8) defining your topic; 9) developing adequate content;
10) being consistent in usage; 11) shunning dull, wordy prose; and 12) using short blocks of
text.

A SEA LR 12 FMNE: 1) HEFAZR; 2) THREIEA; 3) #%
1. Bl 4) EHEHES; 5 BRKM; 6) IREME; 7) JIRE; 8) B—EER
E; 9) WAEFRE; 10) FRZE—8G 1) #ITARITKEIES; 12) RN

Business Letters: 10 Useful Sentences

EFEEERN 10T HIER

. Among the several communication tools, business letters remain an indispensable part of

business communication.

TEBA I LRPRT 5 3P TRA, BI51H RBREA AT SR E—F

. Without business letters, many of the ordinary activities of business would not be possible.

BARSER, KERRSESNEATREHTT.

. Business letters are one of the best ways to ensure that your message is accurately received,

particularly if you are discussing technical or highly detailed information.
B 4515 R R BRI (5 BB \ERR I B T e 2 —, FE RBARER SR+
AR {5 BTN .

. Business letters serve as a part of a company’s permanent record.

T 55 PR R K AR SR —3B 0
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5. Business letters function as written contracts, fully recognized by the courts.
FI 5515 R AT LUV BT & Rl A5 B M S AT,

6. Business letters can act as formal or informal public relations material.

T3 5517 BR AT LAVE R IESUERAR IE A e 6t

7. Basically, a business letter is composed of seven parts, namely, the letterhead and date,
inside address, salutation, body, complimentary close , signature area and reference initials.
RIS RREEA Bl ERRAMER: RS H. Ak, /8. IE3C. 4RHIE. &£
EXULEEANEFE,

8. In addition to the seven basic parts, a business letter may also include some optional parts,
for example, attention line, subject line, enclosure notation, copy notation, file number and
mailing notation, and postscript.

BREANEEATT LSS, RIS5E RG] BBA — LSO £ ERR I, BlnE A% . Fil,
BHFARIR . PPEARIR. IR S ST ERAR IR LA B R o

9. The three business letter formats most used in the international business world are the block-
style format, the modified block-style format, and the semiblock-style format.

HFrR 5 A RBEHNRSERA=MAERRRE: Fh, HRELX 5L
10. When writing a business letter, you must bear in mind that every letter that leaves the office
is the very image of the firm in which you are working.

BERS BENFLEID, BN ERE—HEHRRIRIEARRER.

The Structure of Bsiness tters

1. Parts of a Business Letter: 7 Basic Parts

R 55 15 PR IR 7 AN SEAC LR 57

Basic Parts
Basic Parts HEEEy
(1) Heading: Letterhead and Date (1) 53584
(2) Inside Address (2) HHbit
(3) Salutation (3) #riB
(4) Body : (4) IEX
(5) Complimentary Close (5) EREHIE
(6) Signature Area (6) FEBKX
(7) Reference Initials 7) BEAEFE
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Basic Parts: A Sample

(1) Heading :
Letterhead and
Date

(2) Inside Address

(3) Salutation

(4) Body

(5) Complimentary
Close

(6) Signature Area

(7) Reference Initials

Fictional Firm Letterhead
0000 Make-Believe Street
Noplace Real, NJ 10000

[put the date here]

[This is the company or person you are writing your letter to.]
Street Name
Town/City, State/Province, ZIP Code

[This is your “hello” greeting. If you do not know the person’s name,
use Dear Sirs, Dear Sir, or Dear Sir or Madam: and when you are
writing to an organization rather than an individual, you can write
Dear Ladies and Gentlemen, or Gentlemen: ]

[The body, as its name suggests, is the primary part of the letter.
It follows the salutation. Most business letters are single-spaced,
unless they are very short and double-spacing will better fill up the

page. ]

[When you start a new paragraph, drop down two line spaces and
begin. In a full blocked style you do not indent the first line.]

[When the body of a letter is two or more pages, each page beyond
the first is headed by the addressee’s name, page number, and date.
This information is typed at the top of the sheet with the same
margins as the first page.]

[This is where you say, Sincerely yours, or Best wishes, or Very truly
yours. Note the first word of the complimentary close is capitalized;
the second word is not.]

[Your signature goes here. ][Type your name below it. ]

[Initials of the composer of the message along with the typist, for
example, MLO/mb]
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2. Parts of a Business Letter : 6 Optional Parts

R 9515 R 6 AN EFEYE IR Sy

Optional Parts

Optional Parts

(1) Attention Line
(2) Subject Line
(3) Enclosure Notation

(4) Copy Notation

(6) Postscript

(5) File Number and Mailing Notation

ity
(1) @B AR
(2) =M
(3) MHHARIR
(4) $HEFRR
(5) IS TS FERFRIR
(6) X%

Chapter 1 Fundamentals of Business Cofrespondence =X
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3. The Position of the Basic Parts and Optional Parts

FEATR 53 S PR AR 2 A2 45 P R B A

Basic Parts and Optional Parts

The position of the parts

Heading : Letterhead and Date
File Number and Mailing Notation
Inside Address

Attention Line

Salutation

Subject Line

Body

Complimentary Close

Signature Area

Reference Initials

Enclosure Notation

A W N O 1 A N W = N 0 R

Copy Notation
6 Postscript

EMSEFEERHLE

1 535848
5 FEEHBSTHFFRR
2 it

1 BHAHBE

3 FRiB

2 Edy

4 IEX

5 LRHIE

6 TEBX

7 EBEANEFE
3 BittERIR

4 xR

6 XK
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Basic Parts and Optional Parts: A Sample

1 Heading:
Letterhead and
Date

5 File Number and

Mailing Notation

2 Inside Address

1 Attention Line

3 Salutation

2 Subject Line

4 Body

Fictional Firm Letterhead
0000 Make-Believe Street
Noplace Real, NJ 10000

[put the date here]

[To aid in filing and quick retrieval for both the sender’s and reader’s
company, some firms require that file or account numbers be typed
here. Mailing notation words such as Special Delivery, Certified, or

Registered Mail may also appear here.]

[This is the company or person you are writing your letter to.]
Street Name
Town/City, State/Province, ZIP Code

[Use an attention line to direct a letter to a particular person or title

or department in an organization]

[This is your “hello” greeting. If you do not know the person’s name,
use Dear Sir or Madam: and when you are writing to an organization

rather than an individual, you can write Dear Ladies and Gentlemen:]

[The subject fine helps tell your reader at a glance what your letter is

about.]

[The body, as its name suggests, is the primary part of the letter.
Most business letters are single-spaced, unless they are very short

and double-spacing will better fill up the page. ]

[When you start a new paragraph, drop down two line spaces and

begin. In a full blocked style you do not indent the first line.]
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[When the body of a letter is two or more pages, each page beyond
the first is headed by the addressee’s name, page number, and date.
This information is typed at the top of the sheet with the same

margins as the first page.]

5 Complimentary Close |[This is where you say, Sincerely yours, or Best wishes, or Very truly
yours. Note the first word of the complimentary close is capitalized;

the second word is not.]

6 Signature Area [Your signature goes here. ]

[Type your name below it. ]

7 Reference Initials [Initials of the composer of the message along with the typist, for

example, MB/mo]

3 Enclosure Notation [To remind whoever prepares your envelope for mailing that
something is to be enclosed.]

4 Copy Notation [When you want persons other than the addressee to receive a copy
of your letter, the names of the persons should be typed here. Type
“cc” before the names.]

6 Postscript [To emphasize a point already in your letter or to include a brief
personal message unrelated to the letter, you may use this part

starting with P.S., PS, or PS: ]

The Format of Business Letters
BEEREX i

1. Block-Style Format
FAR

There are no indentations in this letter. All lines are typed against the left hand margin. The
block-style letter is very popular, because it is simple and reflects efficiency.

WRIERTCAT, FESITNITENY 5AEMA%EGT. REA R E THE, X
A5 ARV
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1D Block-Style Format: A Sample

CAPITAL FOODS CO., LTD.
15 Parkgate Road, London, SW12 4NQ, U.K.

July, 20, 2011

Easydo Enterprises Company
16, Mechlin St.

Monrovia,

Liberia

Dear Sir,
Re: Contract No. SF1768
Reference is made to your Order No. A.179 of June 6 covering 200 metric tons of green beans.

We are sorry to inform you that we have not yet received the relative L/C to date which should
have reached us on or before July 6 according to our Contract No. SF1768, but this limit has
now passed.

While requesting you to rush the covering L/C, we have to ask you to extend the date of
shipment to the middle of August.

We look forward to your early reply.

Truly yours,

Alex Longman
Alex Longman
Manager

Sales Department

MB / mo
Encl. 3

2. Modified Block-Style Format
B RAFLA

The difference between the modified block-style letter format and the block-style format is
the fact that the date, the complimentary closing and the signature area of the former are placed
slightly to the right of the page center. There are no indentations.
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1@ Modified Block-Style Format: A Sample

CAPITAL FOODS CO., LTD.
15 Parkgate Road, London, SW12 4NQ, U.K.

July, 20, 2011

Easydo Enterprises Company
16, Mechlin St.

Monrovia,

Liberia

Dear Sir,

Re: Contract No. SF1768

Reference is made to your Order No. A.179 of June 6 covering 200 metric tons of green beans.
We are sorry to inform you that we have not yet received the relative L/C to date which should
have reached us on or before July 6 according to our Contract No. SF1768, but this limit has |

now passed.

While requesting you to rush the covering L/C, we have to ask you to extend the date of
shipment to the middle of August.

We look forward to your early reply.

Truly yours,

Alex. Longman
Alex Longman
Manager

Sales Department

EEL/ MB
Encl. 3

9
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3. Semiblock-Style Format
FFELR

In the semiblock-style or indented style format, the paragraphs are indented five spaces from
the left of the margin. The date, the complimentary closing, and the signature area are placed
slightly to the right of the page center.

R AIARGETA P, EXEBE A W AMD %% 5 MR E. BT,
GiRHOE RBFZ XA T sUH P &M A AL

13 Semiblock-Style Format: A Sample

10

AUSTRALIAN TEXTILES IMP. & EXP. CORP.
2458 Empire Road, Sydney, Australia
Tel: 0061-6291700 Fax: 0061-62917001

September 20, 2010

Chinese Textiles Imp. & Exp. Corp.
180 Changan Road, Beijing 100000
China

Gentlemen:
Re: Wool Material

Thank you very much for your enquiry dated September 5 about our wool material. As :
requested, we have airmailed our illustrated catalogue, pricelist and sample books under |
separate cover.

As to terms of payment, it is our custom to trade on the basis of a confirmed and
irrevocable letter of credit.

Our wool material has enjoyed popularity in the world market for its excellent quality and

low price for many years. We are convinced that our products will no doubt help you expand |
your market.

We are awaiting your early reply.

Yours truly,

Alex. Longman
Alex Longman
Manager

Sales Department

SG/jw
Encl. 3




