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Ennnnpe

Business Letter-Writing

BB EHRE

1. Introduction(ﬁizt_) -

In today’s highly developed and toughly competitive society,
communication between individuals and groups is becoming
increasingly frequent and important. It serves to pass on
information, to express ideas or to exchange feelings.

Generally speaking, the function of a business letter is to
‘get or to convey business information; to make or to accept an

offer; to deal with various business.

2. About the Writer (H{EZRIEXK)

If a business letter is to achieve its purpose, the writer
should have
- 1) a good command of standard English G B EREIE);
2) knowledge of business theory and practice (i B2 % 5 #
wHXEE);
3) knowledge of technical terms (GHBEARIE);
4) knowledge of psychology (BB AR .Lo3);



5) skill in salesmanship (B & ZR).

3. Some Rules of Good Wrmng('?ﬁﬁ}ﬂ!:ﬁ =
JLERm) '

For the writer of a business letter, there is no set rule to
following in letter-writing. But on the whole, the following
rules should be péid attention to;

1) studying your reader’s interest (BFSE KIS A& M)

2) adopting the right tone (S B HHIER);

3) -writing naturally and sincerely B BRHE);

4) writing clearly to the point (?ﬁﬁi&gnﬁgﬁ);

" 5) being courteous and considerate (EALHFEIEA);
6) avoiding wordiness GR4F4 R¥);

" 7) avoiding old commercial jargon (3% {& 5 bK B 89 8 Mk R
) | :

8) planning your letter and writing effectlvely (FLEH
BREREX).

4. Principles of Business Letter-Writing (#il 4 {&#9
BHRE)
In Qriting business letters, we should always bear in mind

the essential qualities of them, the seven C’s: completeness,

concreteness’ , clarity, conciseness, courtesy, consideration and

-

correctness.
(1) Completeness (52 %) | ;

A business letter is successful and functions well only when

it contains all the necessary information.- An outline helps for the

letter to be full and complete. See to it that all the matters are

* 20



discussed, all the questions are answered. Incompleteness is not
only impolite, it also leads to the recipient’s unfavorable
impression toward your firm. He may give up the deal if other
firms can provide him with all the information needed, or if he

would not take the trouble inquiring once again.
(2) Concreteness (R{k) I

Business letters should avoid being too general. In general
letters everything seems to be mentioned but actually few are
fully expounded. The recipient has vague impression of what you
try to achieve, so he is at a loss how to react upon reading your
message. Especially for letters calling for specific reply, as
offer, inquiring trade terms, etc., concreteness is salways
stressed. The following guidelines can help us write concretely:;

1) Use specific facts and figures;

2) Put action in your verbs. Prefer active verbs to passive
verbs or words in which action is hidden;

3) Choose vivid, image-building words; _

4) Pay close attention to word orders, put modifiers in right
place. -

However, not on all occasions do the business letters try to
be concrete and specific. Sometimes vagueness is preferred. If
accurate facts or figures are not available, one has to be general.
Sometimes for “strategic” consideration, the writer avoids to be
too definite. For example, if you are a greenhand in a 'line and
want to purchase some merchandise, naturally you want to
compare the qua.lities, prices, etc. of the products from different
manufacturers. You may open tentative offers to several
producers. The offers you deliver are without engagement, they

‘ .3



should not be too concrete, but more flexible.
(3) Clearness ((l§#¥)

To miake sure that your letter is so clear that it cannot be
misunderstood. You should first have a concrete.idea in your
mind of what you are going to achieve. Only a clean mind can
express‘ clearly. What is equally or more important is to get
yourself understood, so it is advisable to wrife on—not above or
below —the level of thereader’s understanding. To do these:

1) Choose plain, simple words, words that are short,
familiar ,conversational, straight-forward; '

2) Buaild effective sentences and paragraphs. Generally, the
average length for sentences should be about 17 — 20 words.
Short paragraphs encourage one to finish reading a letter.
UsuaIly a letter paragraph consists of no more than 10 lines;

3) Aim at unity, coherence and emphasis in your
expression. .

Compare the following examples. Sentence B is elearer and
more effective than sentence A, . .

A. We have your remittance of January 30 in the amount of

$ 300, and wish at this time to thank you for it.

B. Thank you for your remittance of January 30 for $ 300.

(4) Conciseness (f55)

Conciseness is often considered to be the most important
writing principle, it enables to save both the writer’s and the
recipient’s time. Conciseness means to express in as few words
as possible without sacrificing completeness, concreteness and
cou'rtesy. To do so, the following guidelines are to be observed:

v 4o -



1) Omit trite expressions;

2) Avoid unnecessary;

3) Include only relevant facts with courtesy;

4) Organize effectively.

Please compare;

A. (poor) The senator, who cbn}es from New York, gavea -
speech that was long and tedious.

B. (better) The senator from New York gave a long,

tedious speech.

(5) Courtesy (¥L8)

Courtesy plays a considerate rule in business letter writing,
as in all business activities. It is a favorable introduction card,
helping to strengthen ;'our present business relations and to
establish new ones. Beautiful and courteous words do not
necessarily mean courteous attitude. It comes from your genuine
sincerity and respect for the others. To show courtesy, one
should follow closely the suggestions given:

1) Be sincerely tactful, thoughtful and appreciative ;

2) Take a personable, friendly and modest tone;

3) Omit expressions that irritate, hurt or belittle.

It is always offensive to show any sign of arrogance or
prejudice ; ‘

4) Be prompt in reply. If your answer is delayed, give
strong and understandable reason.

See how sentence A is blunt and abrupt, while sentence B is
courteous and polite;:

A. Unfortunately we cannot fill your order because you

failed to send your check.
. 5 L]



"'B. We shall be glad to fill your.order as soon as we receive

your check.
(6) Consideration (fkif)

A letter functions well if it can deeply impress or influence
‘its recipient. To gain a favorable impression, “You- attitude” is
crucial in business letter writing, i. e.. to put yourself in the
position of the recipient, taking into consideration his demand,
J\Obe, interest, ete. Everybody may have his own
inconveniences, thoughtful consideration enables you to better
understand your recipient, thus your requirement will be more
practical and understandable. “You-attitude” can help to avoid
awkward situation, and promote cooperation betyveen thé trade
parties. ' ) v

“You-attitude” is not so simple as only to use “you” instead
of “I”or “we”, what works is rather the writer’s spiritual
attitude. Another thing, remember to emphasize the positive,
pleasant facts, stressing what can be done and focusing on ideas
that help to form favorable impressions on you. This can be seen
clearly from the following examples :

A. (poor) Apparently you misunderstood our order.

Anyway you shipped the wrong thing.
B. (better)Apparently our instructions are not clear, with
the result that the wrong article was shipped.

The general principle is courtesy and consideration, besides
everything else. But anyhow, “business is business”, a writer
should be friendly and enthusiastic, but not too humble and
flattering: be matter of fact, not exaggerating and lightly
promising. Don’t behave‘as if you are deficient in yourself and

.5 ¢
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your company, which may do harm to your business. The tone
of the following example is over-modest as to be humble and
flattering ; ‘

Please accept ou‘; deepest apologies for the thoughtless error
we made in your November 14 order when you had sent us your
check two weeks earlier. o

Our accounting department is extremely embarrassed and
sorry, as are all of us here. We need your business, and,we hope
you will forgive us this time. From now on we are delicate to
serving you better, and you can be sure that we will carefully

check all records before billing you ags - in the future.
(7) Correctness (IE#)

Business letters must be correct, otherwise they may be
misunderstood and run the pisk of reaching mowhere or going
astray. Business letters often are bases for various commercial
documents such as contracts, agreements, so they are concerned
with the rights, obligations, etc. , of the.two sides of a trade,
the fact of which calls special attention from writers.

Correctness refers much more than that of grammar,
punctuation, and spelling of words, which are the basic
elements. A letter may be perfect mechanically speaking, but
still it at times does not achieve desired effect. To guarantee
correctness of a business letter, one should always bear in mind
the following: 7 '

1) Choose only accurate facts, words and figures. Be clear
about the meanings of all the trade terms and jargons you use.

2) Be honest about the things you say. Don’t over-say or

under-says be matter-of-fact in attitude.
. 7 »



3) Use the correct level of language. Don’t over-estimate or
underestimate your counter-part in foreign trade activities.
4) Observe all the writing mechanics, including the seven

. C’s. Avoid silly spelling errors and grammatical blemishes.

5. The Structure and Layout of a Busmess Letter

(Bl EEREL)

(1) The Structure of a Business Letter (H{E45#3)

A business letter consists of the following parts;

1) Letterhead (& % ): Letterhead, as the first and most
obvious part of a company’s business letter, has two 'functions;
to identify where the letter comes from, and fo form one’s
impression of the writer’s company. A printed letterhead usually
contains the writer’s company’s name, address, -postcode,
_ telephone number and telei: number, telegraphic address, etc. In
some countries there are regulations about the inclusion of other
delails. The printed letterhead is usually artistically designed and

printed in the center or on the left margin at the top of the page.

® .

WeangeII Woolen Co. Ltd.
246 Victoria Street
London E.C. 4, England )
Tel. 01-1377-432 Telex; 9876548
"‘cable add: WEAVEWELL, London

The Eastern Seaboard Corporation
324 Park Avenue '
New York, New York 10017
Tel. 225-2780 Cable add: EASTSEA Telex: 222711

When writing on blank paper, only the address should be at

080



the right margin.

2) Reference Number(& X4 5 ): The reference number is
generally used as a useful indication for filing, so it must be
easily seen. It is often placed two lines below the letterhead. In
some incoming letters you may find it at the end of the letter on
left margin,two lines below the signature.

It méy include a file number, departmental code or the
initials of the signer of the letter to be followed by the typist’s
initials in the following fashions;

A. Our ref: 234 GW/gp (in an incoming letter)

B. Your ref: 234 GW/gp

Qur ref.456 JS/Ib (in the reply to the incoming letter)

3) Date( B #1): Every letter should be dated——never send
out a letter without a date. The position of the date below the
letterhead ( either on the right or on the left) depends on the
style you decide to. use.

Now there are different wa);s of writing the date .

August 3,1994 — American form

3rd August,1994 — British form

It is unwise to abbreviate the name of the month nor show
the date in figures like 3/8/1994 or 8/3/1994 as this may cause
some confusion,this is because the British and the American do
not read the day and the month in the same order. If you are
giving information, such as shipping or delivery or appointment
dates, it is vital that the date should be correct, so it is better to
write it out in full.

4) Inside name and address (£f Py & FR Aot ) - The name
and address of the receiver is typed at the left-hand margin at
least two lines below the date. It appears exactly the same way

e g



