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PREFACE # =

With the ever-growing need for keeping contact
with foreign scientists and for the exchange of their
views with them,many Chinese scientists and techni-
cians began to feel that letter-writing in English is
very useful and essential in their work,

This book is intended to privide a series of dif-
ferent kinds of sample letters, The author believes
that it will prove a useful guide for the Chinese sci-
entists and technjcians when they need to carry on
their discussions with their counterparts on matters of
common interest, The book will also be needed when
they make contact with foreign institutes and uni-
versities and when they apply for international con-
ferences abroad or try to publish their papers in
international journals, .

In writing business letters, clarity and brevity
are very important, People often ask such a ques-
tion ,How long should a letter be? It should .be as
long as necessary to say what has to be said,A good
letter is not necessarily a long one,but it should be
clearly written and courteous in style, While it is
possible to be brief, one should try to be concise
and to control the length of a letter,

When you have written a letter,read it through

carefully so that you have put in everything you
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intcaded and have.expressed it well,

Because the aim of the letter is to arouse the
interest of the reader and to have his cooperation,
all the main contents should be included in the body
of the letter, Furthermore, the letter should
begin with a sentence that introduces the matter
without undue delay and it should also have a sujt-
able ending, That is to say, the opening paragraph
should be as brief and to the point as possible and
the closing paragraph should be courteous,

In writing letters a good vocabulary is necessary
and repetition should be avoided as much as possible,
except where the exact meaning does not allow any
change of word,Everyone has a characteristic way of
writing, but it must be remembered that routine bu-
siness letters, including those written for academic
affairs,lack variety and certain accepted phrases are
in general use, So to study sample letters is not a
waste of your time,

Before writing a letter you should have a clear
purpose, So you'd better first make a draft and
think about a series of questions;

1, “What purpose do I wish to achieve?” You
might write a letter to ask for advice or information,
to ask for a favour, to share good or bad news,
to give instruction or to apply for something,

2. “What information and facts does my read-
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er need?” He might need to know your educational
background, your ability, your working experiences,
the pcople who know you well and all other details,
3 “To whom I am writing? ” Do [ know the
reader’s name? Will that be a gentleman or alady?
Is he or she your senior or your jumior?
4, “What is my relationship to my reader? ”
He might be a person doiog you a favor, a person
to whom you will introduce someone, or a stranger,
After you have written a draft,think over whe-
ther you are ready to sign your letter with confi-
dence, Ounly then can you type it or have it typed,
Most of the sample letters provided in this book
are rewritten and adapted for the use of the Chinese
technicians and students, The author hopes that they
will be useful to them,
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3300k F BRI 4
An Introduction to English

Business Letters

S1. EXHEAS

XA ERSHARE: — LT N 135 (Personal lei-
ters) , —REWSHEF{E (Business letters) , AP FH43
R B B B T sk M O T A k% B 5

P FBEMABABEZE, TBRTERKRK LEALEY
ﬁl:%l‘ﬁﬁf%ﬂ@lzg']o HR M EZEZIRIEL T ILA R

1. WHHEERERITS, —B—RXWf, EAZTS
WHXTT, BIARN, RABE—BRTE, EEETERND
EHME, ’

2. WEBENEELRTEWNSEANRENS{H
may, BEHEEPIG AR (Winside address) , T
BABREM BN, R4 L, RS A5
IGAER A

3. M BAERIERER, WA AR AR LI
e ABEHICFE BmBE, EAGEDZE,

4, WHFEPFE-BBEREGRTERZECHELIFIEY
M ORGSR, RELASL, TAABERGE LA
S48 7 B4 BT,
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4L Az a0 5= 4, —=
X GFHEH AR R

— BB SR, AR BT LA AL

{g3k (heading)
BiEA# (date line)

{5k (inside address)

FRIT (salutation)

IESL (body of the letter)

LERASE (closing)
&7 (signature)

BAE (enclusure)

1. Heading

Inside address

Salutation |

|2. Date line

Body of the letter

Right margin

6. Closing '

Enclusure

7. Signature |




§3. f53L(Heading)

Rk REEN AL, JRLEA = Ffol,

1. 45 M0 ALY, WES b [N AT i
Ho BRWFL: TMSH, H5, REEUNL, H40
M4, ERER. W,

47 Dazhi Street,
Harbin,Heilongjiang,
China,
Oct, 2,1986

Dear Mr, Grant,

2, HFLKEEFBAMGIRITEL L, THHRK
TS Ay bk, S15 H BI05TER ¥, .
Mr Zhang Ping,

47 Dazhi Street,

Harbin, Heilongjiang,
China,

Oct, 2, 1986
Mr., G,P, Grant,

Harper & Grant Ltd,,

Great West Road,

London, W, 25,

Dear Mr, Grant,




3. LfEKEFEREAE L¥. .

Telegram; H,BROWN & W, PINK

BRONK LONDON Limited Telephone,

Registered Num, 14876436

JAS/DS Oct. 2, 1986
Dear Sirs,

E] Ll JAS/DS Rl %ie4% (the referen-
ce), JAS LRBTF NWIELAKE—F 8, DS XRiTF R
(e 4 i 45— 1 T4 i AT AR Ty pist’ s Initials, #7]
THZETF M, '

§4. =4 H#(Date line)

B fE L FERSWENEY, UETFNTEN. 5
RN EES LA, —REWRT ST,

2EREyP:, March 3, 1987

k\E:: 3rd March, 1987

5. fERMAH (R A H a7 Inside
address)

el

Wefe Adtuhk, BPEPosedl, —BRATIEZR B, B
BEREASRBEELR. THPALAREL (REA
Wi, ZbRMAEPELE EARLD .
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234 Idle Way
Hoboken, New Jersey 34574
September 10,1987

Marvin Mooney

Registrar

Calvin College

Plains, Georgia 38475

Dear Professor Mooney;

§ 6. #F (Salutation)

BSIEHLS TS BER A Sk “REM7 “BUREY “m
7 o B i BN RO AR AT T, WA
TS, F BN, SAEBTLRES LD .
FIH—AF R EH LR S FBYITARE. BT
i S CmBERIFHED |

1, Siry
Madam,

2, Dear Sir,
Dear Sirs,

Dear Sir or Madam,

3, Dear Dr, Jackson,
Dear Prof, Johnson,
Dear Captain Williams,



4, Dear Mr, White,
Dear Mrs, White,
Dear Miss Anderson,
Dear Ms, Barlow,
5. My dear Mr, Anderson,
6. Dear Jonathan,
Dear Alice,
My dear Alice,
My dear Father,
My dear Sister,
My dea:r Uncle,
My dear Nephew,
My dear Niece,
UE) SHEHALXE, WANERRSRE 5N
i, T Dear Ms[miz],

§ 7. £ x (Body of the letter)

fFXRAER RO, NEREZ TR G, L3 5N
REEIEAFBEERGX D, —B A mPostseript (P,S,
MER LR . 7 XERMEEE, KBERE, HOXE
R\ARAKSRRARRAGDRfEE, ER3E L,

AR FBE-REERBIEDIATE, WL N AT ¥
#, BREFLK, HGERITLATIH, ATRERBRNAS
B FE,

BIESCH, R RN B A B B T A0 2 Rt

1. #®IRE: (Opening paragraph)



RIGE— B EG VI E ST %S I E
IFISESN
1., A good {friend of mine, George Duncan,
is chortly coming to London and would very much
like to meet you,
fil2, Thank you for your letter of Dec, 12 ,in
which you informed us of the meeting,
#13. Many thanks for your letter of Nov, 30,
We are interested to hear that..:..
14, Your letter Ref, No,G, 38, of Jgn.ZO has
‘been received, We are pleased to know thatees
2, 4Bt (Closing paragraph) .
U T R R SR 4 5L,
#l1., With best wishes to you and your wife,
Yours ever,
#2. With all good wishes,
Yours faithfully,
#3. With my best respects and regards,
' Yours sincerely,
#l4. 1 am looking forward to hearing from you,
All best ;egards, 5

Yours ever,

$8. %#RBZE%E (Closing)

5 RS I T IE 3P 9 Wb R 75 1 P4
B, B AMANE—FEATE, KRBT, HREENN
« 7 .



