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Unit 1

" Introduction to Business
Email Writing

Important tool of communication—email

Business English writing is a means of communication to handle business matters among
businessmen in different nations. About 20 to 30 years ago, it took the form of airmail, but
with the development of computer and Internet, it is email that bridges the communication
between businessmen.

Email has obvious advantages over other communication tools, such as telephone, mobile,
MSN or face to face negotiation. First, email is very convenient and fast. With the rapid
increase of computers and usage of Internet, email can reach almost every comer of the world
within seconds. It greatly strengthens the communications in doing international business,
facilitates the problems solving and hammers the relationships between businessmen. Second,
email is cheaper than most other communication tools. Businessmen usually put profit as their
priority. Low cost certainly will help them gain more profits. Third, email takes the written
form of communication and it produces evidence for each transaction. As we all know,
anything would happen at each step of the complex international business. When facing the
problems, how to protect the interest of a businessman himself is quite critical. The best way
to prove himself is to provide corresponding evidences. Email is the tool which records all the

details of communication.

Layout of email writing

An email usually two components—the head and the body of a message. The head mainly
consists of 7o Field, From Field and Subject Field. Usually a writer should fill 7o Field with a
receiver’s email address and put a subject to Subject Field. In business writing, the business
writer should handle the subject carefully. He should write the main idea of the message there.
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A good subject will impress the receiver and give an edge to the message, while a poor subject
will irritate and disinterest the receiver and consequently help result in junk mail. In addition,
the head also includes BCC (Blind Carbon Copy), CC (Carbon Copy) and Enclosure. BCC
means that the email also will be sent to some other receivers invisibly, while CC means to
someone visibly. Enclosure is very useful for the writer to enclose other documents.

The body of a message is similar to the main part of a letter and includes salutation, the

main body, the complimentary close and the signature.

To: purchaser@gmail.com
BCC:
cC:

From:

Subject: contact information

Enclosure:

Dear George,

Many thanks for your reply and having me informed. Could you give me the company
name, telephone and contact person? We just worry about the law problems. I will discuss
these problems with my boss.

Please check our website: www.zzz.com and it is good if you can solve these problems.
Please do not worry about our quality. I can assure you of this.

After checking the website, please tell me which model you like. I will send you the
language price list. Could you give me your city name for I do not understand German and
will not know which city you are in.

Many thanks.
Best regards,

Jason
Sales Director

Shenzhen Zzz Furniture Company
add: No.188 Binhai Street, Luohu District, Shenzhen, China
Tel: +86-755-zzzzzzzzz7
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Fax: +86-755-zzzzz2222
website: www.zzz.com

CELL: +86-zzzzz77772

MSN=

SKYPE =

The body of a message has two styles. One is the block style, just like the above example.
All the things start from the left hand and no space is allowed. But there must be one-line
space left between different paragraphs or parts of the body of the message. It is very
convenient for the bugigegfﬁqn to write and is the most popular way to write a business email.

211 A |
The other is the indeﬂt\éd' style, which requires a 4-letter space left for each paragraph. The

salutation must start from the left hand. The complimentary close, the signature and the title of
the writer should be put in the right-hand bottom under the body of the message. Here is an

example.

To: purchaser@gmail.com
BCC:
CC:

From:

Subject: contact information

Enclosure:

Dear George,

Many thanks for your reply and having me informed. Could you give me the
company’s name, contact telephone and contact person? We just worry about the law
problems. I will discuss these problems with my boss.

Please check our website: www.zzz.com and it is good if you-can solve these problems.
Please do not worry about our quality. Our quality is very high. I can assure you of this.

After checking the website, please tell me which model you like. I will send you the
language pricelist. Could you give me your city name for I do not understand German and
will not know which city you are in.

Many thanks.

Best regards,
Jason

Sales Director
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‘Shenzhen Zzz Fumiture Company

add: No.188 Binhai Street, Luohu District, Shenzhen City, China
Tel: +86-755-zzzzzzzz7

Fax: +86-755-zzzzzzzzz

website: www.zzz.com

CELL: +86-zzzzzz7777

MSN=

SKYPE =

Salutations and complimentary close vary with relationships between the addresser and
the addressee. If business emails are written to unknown businessmen or customers, the
salutation can be very formal; after several communications, the salutation can be less formal.
With further communications, the trading partners will feel like old friends, then the salutation
and complimentary close can be very casual to show closer relationships. The popular

salutation and complimentary close are as follows:

Ladies and Gentlemen:

Salutation Complimentary close
Formal Dear Sirs, Yours faithfully,

Dear Sir, Faithfully yours,

Dear Sir or Madam,

Gentlemen:

Ladies:

Less formal Dear Mr. White,

Yours sincerely,

Dear Ms. Brown, Yours truly,
Dear Manager,
Dear Customer,
Casual Dear Jenny, With many thanks,
Dear Mike, Best regards,
Hi Lily, Kind regards,
Hi Andrew, Warm regards,
Regards,

In business writing, open style is often adopted, i.e.,
salutations or complimentary closes.

—
,,\ag_?\“
no punctuation is used after

" f
» ~\5J‘-“:‘{\"{'4 \

LAY
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Language style

With the globalization of the world economy, international business has extended to
either English speaking countries or non-English speaking countries. English as world
language is the major communication language for the international business. To promote and
ease business between businessmen, the language style of business English writing, especially
in the form of email, is very concise.

First, spoken words are used instead of big words. Spoken words can be understood well
by businessmen not only from English speaking countries but also from non-English speaking
countries. Thus, no misunderstanding will arise and business can be done better. In addition,
sometimes businessman will use initials of business words.

Instead of j Use

alleviate reduce or lesson
consequence result

endeavor try

implement begin

expedite speed up

you u

your ur

because coz

Second, simple sentences are more often used than compound sentences to serve the
business purpose. The paragraph below shows us this feature of sentences in business English

writing.

Please check our website: www.zzz.com and it is good if you can solve this
problem. Please do not worry about our quality. Our quality is very high. I can
assure you of this.

Third, most business writings get to the point directly. This can help businessmen focus
on the main issues and save time and energy.‘However, if the writing requires some tactics, it
will be an exception, such as a writing to convey negative news or some special requests.

In conclusion, the language style is concise and clear in most cases, but it also depends on
the special situation and also the businessman who writes. One thing is sure that the simpler
the writing is, the better understanding it induces.
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Language principle

Doing international business involves many different kinds of emails. Each kind of email,
based on the specific situation, has its own writing principles. However, there is a basic
principle which caters to any kind of email writing. That is Sincerity.

Sincerity decides the words the writer uses, the way the writer informs and the attitude
the writer holds to the trading partner. If the writer is sincere, he will choose polite words to
show his respect; he will better organize the writing to avoid any side-effect feeling and
misunderstanding; he will consider the position of his trading partner to settle any disputes
objectively and finally consolidate and lengthen business relationships.

For the specific writing included in this textbook, its principle will be discussed in each
unit. However, those general principles had better be regarded as reference instead of rules to
write. The specific writing in practice should be based on the combination of factors like micro
and macro business backgrounds, businessmen’s culture backgrounds and market strategies.



Unit 2

Development Letter

Finding a potential customer

International business is the business between different regions and nations, which are
usually far away from each other and have different languages and cultures. Consequently, to
carry out each transaction always means a long and complex procedure which involves many
indispensable steps,which vary with the different nations.

However, before businessmen conduct their businesses, initially they face the same and
very significant step—finding their potential customers, the possible foreign businessmen to
do business with. Only with successful finding can they go on with further negotiations and
fulfillment of business.

How do businessmen find their potential clients nowadays? No definite answer is
available. Different businessmen try different ways. Some can find their customers with the
help of advertisements in newspapers, magazines or other media; others by contacting banks,
chambers of commerce in foreign countries or the Economic and Commercial Counsellor’s
Office of the Embassy in foreign countries; still others consider attendance to a commodity
fair or searching online, which are the latest and popular ways today. Probably most
businessmen would agree that a wise businessman will find his potential trading partners by
trying different ways.

In finding a potential customer, the more specific the information is, the bigger the chance
is to win the customer. With the specific name and email address, a businessman will pay
attention to his email; with the specific number of telephone or cellphone, the writer can give a
call later to impress his potential trading partner and show his sincerity to do business.

After you find your potential customers, the next job to do is to write a development
email to them, expressing your desire to do business with them. Generally speaking, where
you get the name and address of the addressee and why you address to him/her are mentioned
at the very beginning of the email to avoid abruptness and to inform the addressee of your
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trading intention. Then, of course, you will mention your business line or the products you
handle. To impress your potential partner with details of your products, you’d better give your
business website as soon as possible. Finally, your special way of doing international business
is mentioned to win time and focus on the critical and necessary matters during further
negotiations. A good development email includes the parts just mentioned, but should have
different ways to express. Only the good knowledge of the products and markets will inspire
writers.

In good times, it is relatively easy to find a trading partner for more business
opportunities. And in hard times, only lucky businessmen can find potential partners quickly.
What counts for the most businessmen then? They are strong determination, persistence,

unique writing and right products.

Sample letters to study

Letter 1

Dear Sirs,

As we all know, your supermarket is regarded as one of the leading supermarket chains in
China. From your recent ads, we learn that you are looking for a trustful partner who can
provide you qualified imported vegetables and fruits, so here we hope to express our sincere
desire to cooperate with you.

Please firstly allow us to introduce our company. We specialize in exporting different
kinds of food with high quality. Take exported vegetables for example, we can ensure the
freshness and nourishment through our efficient transportation and improved food preservation
technology. Most importantly, we will do our best to meet you demands in time.

In order to give you an overall idea about our goods, we are sending you a copy of the
latest catalogue which covers all the products we handle.

We are looking forward to hearing from you and your specific enquires.

Yours faithfully,
Vera
Sales Director

Letter 2

Dear Sirs,

Learning from your official website that you are one of the leading importers of silk in
your area, we have the pleasure of writing to you with a view to establishing business relations
with you. We have sent you several specific emails to introduce ourselves to you as a



Unit 2 Development Letter

competitive corporation and we will continue writing to you and make all efforts to win your
appreciation.

Our company is located at Hangzhou, a picturesque city in southeast China. The city is
famous for its silk products which have beautiful outlook and good quality. To give you a
general idea of our products, this is our official website: www. hzsilk.com. By referring to those
pages, it is certain that you can have a better understanding of our silk products.

We are looking forward to your early news in this connection and we believe that through
our mutual cooperation both of us will gain a lot in the near future.

Yours faithfully,
Winifred
Sales Representative

Letter 3

Dear Sir,
We have your name from www.exporter.alibaba.com, and learn your company is a
successful kitchenware appliance company. We take this liberty of writing to you with a

sincere wish to establish business relations with you. QM\,@H

We are a privately managed company with more than 7 years’ experience in the
kitchenware business. We have 4 assembly lines, and 11 workshops in charge of different tasks,
yet cooperating with each other. Our business scope is mainly in processing kitchenware
components and manufacturing all kinds of kitchenware. We have been doing exports for
about 5 years, and have stable business relations with 4 foreign firms. With the increasing
reputation in this field, we are seeking to build business relations with you to expend our
exporting trade.

To give you a general idea of our products, we enclose an E-catalogue showing our latest
products with details, including specifications and pictures. We shall be glad to answer any of
your inquiries at any time. Also enclosed in the letter is the detailed location and address of our
company. If you have any interest, you could contact us.

We look forward to your early reply.

Yours faithfully,
Li Yun
Sales Manager
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Letter 4

Dear Sirs,

You have been introduced to us by Mr. A.G Topworth, sales director of Swanson & Bros.,
in Hamburg. From him, we are glad to learn that you wish to enter into trade relations with a
well-established corporation in the line of chinaware goods.

This is to introduce ourselves as a chinaware supplier. Our firm, located at the east of
China, was established nearly a century ago. Owing to our long history, we have many years’
experience in this particular line of business, and gain a reputation in this field. Our products
win every year’s golden prize in the Chinaware Competition. You can visit www.
chinaware.com to see our certificates from the year 2000 to 2009.

Our goods are very popular and sell well not only in the USA, but also in France,
Germany and some other European countries. Therefore, we are confident to open the market
and gain the popularity in your country.

We take the liberty of writing to you with a view to establishing business relations with
you. We enclose a complete set of leaflets showing various products and quotations, you can
certainly find your own favorites.

As chinaware are valuable and fragile, samples will be sent upon receipt of your specific
enquires and you need to pay $10 for it.

In case you need more information about our financial standing or business status, we
shall be only too glad to introduce a reference to you.

We are looking forward to your early reply.

Yours faithfully,
Polly
Manager
Letter 5
Dear Sirs,

I got your e-mail address from Alibaba.com. I learnt that you are looking for a long-term
bag supplier in China.

Our company J&S is one of the most famous bag suppliers in China. Our biggest
production base is located in Guangzhou and near the port which is very convenient for
delivery of the goods. We have a long history and good reputation for our bags. Besides, we
have our own excellent bag designers. There are all series of bags in our company for women
and men. What’s more, we produce new bags according to the latest international fashion.

Our target market is the middle-class which is the same with yours. If you establish
business relations with us, you will enjoy two competitive advantages of our bags—good
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quality and low price. One of our honorable certificates is “the most trustable company”
which was given by the Guangzhou Bag Production Association. The retail price of our bags
are mostly between RMB 200 and RMB 500, which is within the reach of most middle-class
people.

We have no international partner up to now. But we are trying to push our bags into the
international market this year. In order to show your company our sincerity, we would like to
go to your head office in America and give you a more detailed introduction about our
company and products. Of course, you can also get more information by login our website
www.js1998.com. And we would like to forward our quotation as soon as we get your specific
inquiry.

We are looking forward to establishing business relations with your company and we
believe we will have a satisfactory cooperation.

Yours faithfully,
Nigel
Manager
Letter 6
Dear Sir,

We are a specialist manufacturer of thermos flasks with plastic housing and stainless steel
coffee pots amongst other domestic thermo utensils which are primarily aimed at the
mid-range and high-end markets in China, Europe, America and the Middle East.

Since its founding in 1991, we have done our utmost to keep in pace with the rhythm of
times, grasp the trend of market and put more efforts in the development of new products,
resulting in a wide catalogue consisting of over 200 items, a dozen of which are patent
protected, and an extensively recognized goodwill. Thanks to our long-held strategy focusing
on the development of human and information resources and taking science and technology as
the No. 1 production force, now we have over 300 employees in all.

From now on, we will commit ourselves to offering our customers unsurpassed products
and service as we have done before, and enable our dealers as well as ourselves to stand at a
more favorable position by means of leading edged technologies, unrivaled quality and
unbeaten price.

By following our excellence-pursuit and service-oriented tenet, and the quality-centered
and harmonic-operation focused business philosophy, we will make unremitting efforts to
introduce state-of-the-art technologies and management ideas in a bid to enhance the
development of this sector and make contributions to the improvement of life level of the

people around the world.



