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PREFACE

Hong Kong is a highly industrialised and commercialised city.
Business activities both local and abroad are numerous and
essential. Few Business transactions are carried through success-
fully without correspondence at some point. Letters must be
written to customers, salesmen, agents, suppliers, bankers, shipowners
and many others, they cover every conceivable phase of business
activity. They are the firm’s silent salesmen and often enough,
represent its only contact with the outside world. Hence the need of
efficient letter-writing is by no means essential and important.

In the following pages that follow are to be found over four
hundred specimen letters dealing with a comprehensive range of
transactions of the kind handled in business every day. They are
written in the modern English style to illustrate the accepted
principles of good business writing. Moreover, Chinese translation
and explanation are given at the end of each letter to facilitate
better understanding for the Chinese readers.

For help in the preparation of the book- I am indebted to
those business organization and men who generously permitted me
to quote from published materials and who have made valuable .
contributions to this book. -

Finally, I wish to thank Miss Susana Leung, Mr. T. K. Leung,
Mr. Y. F. Chan and his friends for their reading through of my
manuscript and making valuable suggestions for improvement.
Special thanks are given to Mr. Patrick Lau, who helped me to
translate the chapters on Banking, Transportations, Quotations and

. Orders and their Fulfillment.
' K. H. Lai

(editor)
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