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UNIT 1 | Basic Knowledge of Business Writing

Unit 1
BASIC KNOWLEDGE OF BUSINESS WRITING
i 53518 S YER LR AE

AN L oS R H i

1. (FeRZEHFEAEEPHEHASUER, EHURHSEE ., GAEE . ChEE . K
RN . MG TR EE T
{5 PR— 1T 434 5 5515 PR ek 2\ PR (Business Letter or Official Correspondence) FlFA
N1 i (Private Letter) Fi K., BS5ERMEMH, —RRIUSEBHRESEHEE,
TRACPER SR WP A R, R 5
HAEFENRE, TEFRNEESIUEGERA LB, REmLLX
p 3 g

2. F55{RRREE S

SCHITE (practicability)  JCifaffP N ARIRT 5515 oR, HARAS H (9ERE N T b Faf
ffptRSEPRIn) &R, AR EA S HMER .

JZHE (universality) WS {RREAIE L W RMARIERREZ.
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SCHTCREZ R T 5517 PR AR SCAAE SRR 5 /Y,
T4 5517 PR SCFAE S AR AR IX 51 sl T 75 5515 R ) BL S
PR A B SO E i AR

A (formality) KZEI 5515 R AR H 8 2 pors el & KB #92 ,
A TSI RO,

Wi 5E 1 (certainty) 555 R S VEXT R 2 2 B,

fAiBAtE (conciseness) R 4515 PRG VEZRWL S IR . 1B S WIS, R S515 R
SENe, HAMAETENLRSCE, ERROCNIES
IRERFEENEE . AR

i} BR44: (timeliness) R 5515 PR A R DA RS PRl A B S AR 55 |
IRBIHEH WS, HnESE AR RER, ©
ZAE— 7€ BB BR N 52 o
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6. 15515 RS VEIR I
FI5 R B ERZEAR7CIEN], B
W (correctness)
#L3% (courtesy)
A3 (consideration)
5¢#% (completeness)
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8. A rElH WART 12 AR 3L

/Nd]  Head Office

/\#] Branch Office

0 Business Office

ANFES  Personnel Department

NS850  Human Resources Department
B30 General Affairs Department

4 55%B  General Accounting Department
ByfEE  Sales Department

{24430 Sales Promotion Department

EPrEf  International Department

HAES  Export Department

##EOF  Import Department

NI ZE  Public Relations Department
8 Advertising Department

{=%1#B  Planning Department

P JF &3 Product Development Department
WF%# Research and Development Department (R&D)
#4352  Secretarial Pool



Partl Learning Objectives

. Have a general idea of the definition and functions of business letter;

. Learn what a business letter consists of in structure;

1

2

3. Learn the styles of business letter;

4. Master the layout of the envelope for business letter;
5

. Grasp the writing principles of business letter.

1. TS ERIE AL
2. FIWEERNE;

3. FIWSERAER

4. BEESEREH0ER;
5

EEEHRSENSHERY.

Part Il Introduction

1. The Definition and Functions of Business Letter

As one of the most popular means of communication in business activities,
the business letter, which is used to support the goal of buying and selling goods or
services, plays an irreplaceable role in the fulfillment of business transactions. #4515

RIENR S E P EEERMEE TR —, FEATEIH™ M5 HEE,

Basically, a business letter has the following functions: —H &5 FREEAR LT
ThE:

A business letter possesses the information function. It is an effective way to
convey a large amount of information in order to complete the routine business
operations. The business letter is a kind of commercial dialogue among business
partners in the written form through mail or other telecommunication methods. It is
normally sent after careful consideration. Business letters have the advantage over the
telephone or face-to-face talk in that they can reduce to a great extent the oversights
or misunderstandings in communication. —# 555K B A £ 15 BThAE. ERK
EANELE BB RIE S B —F B EIE AR5 X536, 7TUAFER KR BE b ydl/ b B id sk ik
A 7 A B B TR R R A o

Besides, a business letter is of the interpersonal function. A well-written business
letter, which shows sincerity, consideration and goodwill to the business counterpart,
builds and promotes the harmonious business relations. #4515 BB A ChrInfE, —*t
AR R 517 R R X A S KR R . IR B E, BB TESL AR5
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As a written material, the business letter is a part of a company’s permanent
record. When some questions occurring in the transaction must be checked, one can
always refer to the copy of the letter for confirmation. When business disputes happen
between the two sides, the business letter serves as important legal evidence, which is
fully recognized by the courts. #5515 pRfE R HE PRI A EHIMRAFIIRE SR . 25
Syt R rp & A R ) R, BT LA FRAH AR s MER A FIBRIN . 235 U5 KA 54
Lyt BSERALMENERNEEIEE, HEES% .,

Therefore, business letters deserve one’s great concern and attention. I, Fj%

fRRERR S AL REMENR.

2. The Structure of Business Letter

Generally speaking, a business letter consists of the essential parts and the

optional parts. 7 5515 bR B S5 — AL HE L0 BB 43 AT /R 4o

2.1 The Essential Parts

In spite of various writing purposes of business letters, the following seven
essential parts should always be included in a business letter. %415 FE— L1571
EHH AR

2.1.1 The Letterhead

Letterhead, which is also called return address, includes the sender’s name,
postal address, telephone number, fax number, email address, website and logo of the
sender’s company, if any. {53k, XAEIht, EIEREARKLFRK. HIRAF L. BiE
S, EHESS . BT HRA AL . AL A SRR (A0 B9IE) o

Usually letterhead is printed in the up-

Systems A/S Corporation

center or top-left margin of a letter paper. {5k B AT L B N Tt G ‘
Tel: +45 38183449
I FEE T ERE L wmp RIS EE A ! ot A

When a letter runs more than one page
long, the second page heading is necessary
for quick identification, including the page
number, the name of the receiver, and the date
of the letter. For example: 4{# FHZE 5T, {53k
FETS . WIS ABREASE A, Fln.

EXAMPLES -
Mrs. MinaBland ~ -2-  July 4,2009 _

" Mrs. Mina Bland, July 4, 2009, Page 2
or
Timmy Imp. & Exp. Corporation
Page 2
July 4, 2009



2.1.2 The Date
The date should always be typed in full and not in abbreviated form. (e.g. Write

December instead of Dec.) The -th, -st, -nd and -rd that follow the date can be omitted.
(e.g. 5 May for 5th May, June 1 for June 1st) Write 2009 instead of 09 for the year. 45
{EeRh HIE ALY, R4S . Fn H P RO e 8T LAE I, P MHBES 4,

Avoid typing dates in figures (e.g. 10/2/2009), since it is likely to cause
confusion. British form follows the order of date, month and year while the American
practice is to write in the order of month, day and year. So 10/2/2009 could be taken
as either October 2, 2009 or February 10, 2009. #5545 A H S FIE, KR
IS FE AT A —FE, 53500 H T AEFIA HAE,

The date is placed two or four lines below the letterhead, either on the right-hand
side or on the left-hand side, depending on the style of the letter. H1E(5k T 7 #ifT
SPUFTRIALE, sAEAT I, BRAEAEL, ARPE(E R AIAS TR o

2.1.3 The Inside Name and Address

The inside name and address means the receiver’s name and address. It appears
exactly the same way as on the envelope and its order should be from a smaller place
to a larger one, namely: HHAZAFRFHAE S TYEANGE, NSEE FE®—
B, BT MER, B

Name of the person addressed
Title/position of the person addressed

Name of organization
Street number and name
City, State and postal code ‘
v Country of destination Y

s N4

WAF NERGL . Sk AT
BN R
[TESRS . Bl 4 PR
W, M. kg

v FIENER LK

The inside name and address is usually

typed at the left margin about two or four lines
below the date. P2 FRFIHIEFT ENFE T 42
B, BRI P TE YA TAL o

2.1.4 The Salutation

Salutation is the complimentary greeting with which the receiver opens his letter.
Its form depends on the sender’s relationship with the receiver. The customary formal
greeting in a business letter is “Dear Mr./Mrs./Miss/Ms.” followed by the receiver’s
surname in case his or her surname is known. If not knowing the receiver’s surname,
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use “Dear Sir” or “Dear Madam”. When addressing to a company, use “Dear Sirs”
followed by a comma or “Gentlemen” followed by a colon. FRIFEXTH(E AT H
HE ., HEARERERTREAUEAZE X R WRMEREANRLER, 5 W
ERFIE RIS ARG ek b /MER N o IRARE S AR, ]
LA “Dear Sir” @ “Dear Madam” . 4FRIF—ZK A wlES, ATLAA “Dear Sirs” , J& i
FHiE %5, 2 “Gentlemen”, JSHEHE 5.

Salutation is usually typed two or four lines below the inside address or the

attention line. FRIFIE & 7E 5 P9 42 FRA LIRS TE ST 77 9P T sl 474t .

2.1.5 The Body

The body is the main part of the letter. It expresses the sender’s ideas, opinions,
purposes and wishes. The body of a business letter typically has three paragraphs:
introductory paragraph, one or more body paragraphs and concluding paragraph. 1F
SRR EERS, BRFHEARWA . B, BEOMPIESE, FrURODAEXRE. E
SGEHE Rk . — UL R B LA RS R B A

If there has been previous correspondence, the reply letter will refer to it in the
first paragraph. The sender’s plans, hopes and expectations will be expressed in the
last paragraph. ZUARICAEFKR, NAERFERSE —Bh R K, miReitkl, F8%
BB N XA R B R W .

When writing, pay attention to the following: 1F 3CH) 5 N 7 & :

(1) Your letter should be simple, clear, courteous, grammatically correct and to
the point; f&iB . EMT. FHLT . & FIEELKELRL;

(2) Keep each paragraph addressing one topic; 4rEXiEMf, HEEA —A 8,

(3) Keep your letter in an attractive and pleasing appearance by accurate typing
and artistic displaying. fTEP IR, fRFEMW.

The body of the letter is positioned two lines below the salutation, or below the
subject line, if any. For very short letters you may adopt double-line spacing except
for the inside name and address, for which single-line spacing should always be used.
IESCALFARFE S AT T A MIATAL . X TR RIS R, BRE A PR A e SR A
FAFTREAN, HA AT AT LR XU TRESTED

2.1.6 The Complimentary Close

‘Complimentary close is merely a polite way of ending a letter. It is in keeping
with the salutation. The most commonly used sets of salutation and complimentary
close are: 45 RHGEN - SFRFAERC . s WA JLLLFRIT AL RAE 2

Formal: Less formal:

Dear Sirs, Yours faithfully, Dear Mr. Henry, Sincerely,
Faithfully yours, Yours sincerely,
Yours truly, Sincerely yours,
Truly yours, Very sincerely yours,
Very truly yours,



10

The first letter of the first word of the complimentary close is capitalized. The
complimentary close is followed by a comma, and placed two lines below the body
of the letter. ZRHIENE N HIANE—NFHKRE, FEHES, TIEXTLIM
frht.

2.1.7 The Signature
A complete signature part consists

of the name of the signer’s company,
the signer’s handwritten signature,
type-written signature and job title or
position. Since handwritten signatures are
sometimes illegible, the name of signer
is usually typed below the signature,
and followed by his job title or position.
Never sign a letter with a rubber stamp.
TRNEBAFEEFATENLAF LK.

- Yours faithfully,
| THE NATIONAL TRANSPORT CO.

BF NWFERES . BFANITEAS | | iy £
LHEF AN S kG, B TFERE ! | Manager y

ZABHELUION, KRS FERERE
FARBELITNEFEREL T, R
RZAWEE LA . FEAREZE LR
&O

The signature is common to type immediately below the complimentary close.

B EBW o BRAEL RHOE T E—17,

2.2 The Optional Parts

Besides the above seven essential parts, some business letters may include the
following optional parts. & T LA L7 LB RIS, —LREF5 5 REGRE L Tl ik
#are

2.2.1 The Attention Line
The attention line is used when the sender of a letter addressed to an organization

wishes to direct the letter to a specific individual or section of the receiver’s company.
This will speed up the sorting process within a company. X% {5 AF B AEKHS R4
FABAR NS0, EinEgss A @UBIA . BUEA) o XRERT U 7 E 4
PG R

It is generally put two lines below the inside name and address. 271 A3 ¥ $TER7E
HANZFRAMIE T T PATAL

The forms of attention line can be adopted as follows: 22 AR ISR LA FAE R :
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(CEXAMPLES )
Attention: Mr. Johnson Blair
Attn: Mr. Johnson Blair
ATTETION: PURCHASE MANAGER
For the attention of Mr. Johnson Blair
Attention of Marketing Manager

2.2.2 The Subject Line
The subject line is actually the general

idea of a letter. It calls the receiver’s
attention to the topic of the letter. It is
inserted between the salutation and the body :
of the letter, starting with the word “Subject:” Vol Libiog Wil

or “Re:” and sometimes underlined. Z 3 ity mm's""mm""f“m
THMEERNE S, THESIREE AN SR rmmm————
FMEER . Bl BT RIECZ 6, T Jory E.
LI “Subject:” 5% “Re:” sk, AT | Wk
IS | }

\

The following examples are other styles
for the subject line: Z 1A LA FHER :

(__EXAMPLES )

Subject: Chinese Pure Silk Products

Our Order No. 487
URGING PROMPT SHIPMENT

2.2.3 The Reference

In business communication, when a
company writes to another, each will give a
reference. The reference may include a file i
number, departmental code or the initials Wéfl%mm'Gsvwis-w-ss»
(all in capital letters) of the signer followed
by those (normally in lower case letters) of
the typist of the letter. If the sender uses a
reference number in the previous letter, the
writer should quote this number after the
notation “Your ref:” in the reply letter. If
the writer’s letter has a file number to refer
to, it is written after “Our ref:” to avoid =~~~ T
confusion. 7RV FER T, H—AAFHH
— AR ER, WHESAEERS . %
SR EEERSE. BIMRSSZESR

n



