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Q)Aims & Requirements

1. To enable students to know about the nature, goal, and contents of the course.
2. To require students to know about the significance of learning the course.

3. To help students to learn the structure of business letters.

4. To help students to learn and master the often-used words, phrases and sentence

patterns in the business letters.

)]

. To help students to learn and master how to write a good business letter.
6. To help students to learn some additional sentence patterns about opening and

concluding sentences of business letter writing.

What is international business communication?
Why should we learn the course?

How to learn the course?

Structure of a business letter.

Ways to finalize international trade.

Sequence of international trade.

Additional sentence patterns.

Focus on & Difficulties i

1. Structure of a business letter.
2. Key words, phrases and sentence patterns.

3. How to write a good business letter.
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Introduction

What is a Business Letter ?

Usually, a business man spends a surprising amount of time in writing a letter, for
he can not afford a personal visit each time he wants to transact business in various
parts of the world. A good business letter is essential in achieving good
communication.

Business communications are usually in the form of commercial correspondences,
called foreign trade letters in our country, which refer to various kinds of English mails
exchanged by the foreign trade companies (enterprises) and persons in the foreign trade
activity. Business English letters are important for foreign trade. Foreign trade
personnel should not only understand but also be good at business English letters.

Compared with ordinary mails, business English letters have their special forms,
regular commercial terms and specific commercial conventional terms. Because of
differences between east culture and west culture, business English letters are very
different in the form and the content from Chinese letters.

Broadly speaking, the functions of a business letter may be said to be

1) to ask for or to convey information.

2) to make or to accept an offer.

3) to deal with matters concerning negotiation of business.

In addition, there are letters with no other purpose than to remind the recipient of

the sender’s existence.

Standard Parts of a Business Letter

Most letters consist of the following principal parts: the letter head, the date,
inside name and address, the salutation, the message, the complimentary close and the

writer’s signature and official position.
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1. The letterhead

The letter head expresses a firm’s personality. It helps to form one’s impression of
the writer’s firm. Styles vary considerably, but they contain all or some of the
following elements: the company’s name, address, postcode, telephone number, telex
number, fax number, the name of the office or the director and even some pictures or
slogans for a symbol of the company.

2. The date )

A typewritten date is necessary included in the heading. It is in full, in the logical
order of day, month, year (English Practice) or month, day,' year (American Practice).
To give the day in figures (e.g.12/10/2007) is in bad taste, and it may easily cause
confusion because on Britain this date would be 12th October 2007, but in the United
States and some other countries, it would mean 10th December 2007. In writing, the
following principles are important.

1) The date should be placed two lines below the letterhead. For the full-blocked
~ style, you put it on the left. For the blocked or semi-blocked you put it on the right.

2) The date should be typed in full and not abbreviated, e.g.

September, (not Sept.)
October, (not Oct.)

3) Do not give the dates in figures for they may cause confusion. For the date, use
1125334,

4) Here are the recommended forms. Stick to one form once you have chosen it.
There is no comma between the month and the year in British English, e.g.

3 April 2000

3. Inside name and address

The inside address is typed directly below the date line at the left hand margin.
The inside address of a letter to an individual consists of the people’s courtesy title,
name, business or executive title ( it should be used immediately after the name) and
address. When the letter is to a group, the inside address should include the full group
name and the address. e.g.




The Sales Manager

The ABC Company

2 Zaozhuang Rd.

Changzhou Jiangsu, 213001

People’s Republic of China

4. Salutation

The salutation is the greeting with which every letter begins. The customary
greeting in a business letter is Dear Sir or Dear Sirs. But the Americans usually use
Gentlemen instead of Dear Sirs. If the letter is addressed to an individual, it is usual to
use: Dear Mr. Smith, Dear Ms. John, Dear Prof. Hill, Dear Dr. Smith and so on. Here
you should know that Ms. as the courtesy title for all women regardless of their martial
status.

In American letters, a colon is always placed after the salutation, e.g.
Dear Ms. Smith:

While in Britain English, a comma is placed after the salutation, for example
Dear Dr. John,

If the writer is not sure whether the letter will be read by a man or a woman, he or
she can use the greeting Dear Sir. or Madam.

5. The body of a letter /The message

It is the body of the letter and is the part that really matters. Before you begin to
write, you must consider:

1) What is your aim in writing this letter?

2) What is the best way to go about it?

3) Identify the relevant information and present it in a suitable order.

4) Write the letter.

5) Check your letter by considering the following points:

a. Layout (Is your layout proper);

b. Information (Have you collected all the relevant information and made it up
logically);

c. Language and tone (Are your lan%uage and tone appropriate);



d. Spelling, grammar and punctuation (Have you checked your spelling, grammar
and punctuation).

6. The complimentary close

The complimentary close is simply a polite way to end a letter. The expression for
the complimentary close should match the salutation. Only the initial letter in the first

word of any complimentary close is capitalized. Here are some examples.

Formal Less Formal Informal
2 Dear Sir or Madam, Dear Mr. Smith,
Salutation - x

Dear Sir, Dear Ms. Lin, Dear Tom,
Gentlemen, Dear Green, Dear Tom, .

Yours faithfully, Yours sincerely, Sincerely,

Complimentary Faithfully yours, Sincerely yours, Cordially,
Truly yours, Cordially yours, Best Regards,

7. Signature

Every business letter must be signed. This signature has actually three parts: the
signature of the letter writer or message sender, his/her name fully and clearly spelt,
and the title or position from which the letter is authorized. Some signatures may
have the name of the company as a component. In this case, the corporate name is

keyed in all capital letters below the complimentary close.

Optional Parts of a Business Letter

1. Reference Numbers
The practical utility of the reference number in a letter is to make it easy for both
the target receiver and the writer, who expects responses to his/her letter anyway, to

identify which letter they are dealing with. It is necessary for a writer——and reader as

well when they cope with many letters a day. People often use identification
initials as reference numbers.

2. Attention Line

Most business letters are directed to a particular person named in the inside

address. Sometimes, however, we have to add an attention line when we want to write

s
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to a position with or a department in a company but don’t know the specific name of

' the person in charge.

The attention line should be two lines below the inside address. It is usually
placed at the left margin, but occasionally centered on the page.

Punctuation may be omitted entirely for the line, but more often a colon or dash
may follow the word “attention”.

Sometimes the attention line can be replaced with the “subject line” or even the
“salutation”, and sometimes it is inserted the lines of the inside address.

3. Subject Line

The subject heading is often placed one line below the salutation. It can be put on
the left or in the middle depending on whether the letter is full-blocked, blocked or
semi-blocked. This is used to call reader’s attention to the topic of the letter, therefore
it is a good idea to underline it or make it in boldface letters.

You can write the subject in the following ways:

A: Underline your subject like this:
Dear Dr. Jones,

Re: Applying for a position

Subject: Applying for a position

B: Make your subject in boldface letters:
Dear Dr. Jones,

Re: Applying for a position

Subject: Applying for a position

C: Omit the words Re and Subject:
Dear Dr. Jones,

Applying for a position

4. Enclosure

The enclosure notation appears twa or three lines directly below the typed name
and position of the letter. Occasionally it is found below the distribution notation. The
function of this part is to indicate to the reader what supplementary documents, if any,

are being sent along with the letter. If you do not have any additional documents beside
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the letter, this part is omitted.

You can use the full word “enclosure” (often capitalized) or its abbreviation,
“Encl.”. When you have more than one item enclosed, you’ll need to write the word
“enclosure” in plural, “enclosures”.

Sometimes, the word “attachment” can be used to replace the word “enclosure”.

5. Distribution Notation

It is also known as “copy notation”, often appears in the left lower corner of a
letter. It is added there only when a copy of the letter is being sent to, in addition to the
addressee, a third person or more other people. Its communication function is to
indicate to the target reader(s) that someone else is to receive a copy of the same letter.

The distribution notation is most often indicated with the two initials “CC”, which
is an abbreviation from “carbon copy” that in turn has been a holdover from the days
when people used carbon paper to make copies.

6. Postscript

It is mostly shortened to “P.S.”, refers to one or more remarks the writer may add
to the core or body of the letter, usually hand-written side by side with or below the
signature and enclosure parts, where there is often a large patch of blank space. A
postscript can be a sentence or brief paragraph.

As the writer of a business letter you may use a postscript only in one of the three
scenarios:

1) you have an afterthought that is important for the present job but the letter has
been printed.

2) you are in a hurry to have the letter dispatched when you receive the latest
information that the target reader is not likely to know from other sources.

3) you want to emphasize a point that you do not believe the body of the letter is
sufficient to make.

Do not use postscript unless you want to add a personal touch to your letter. It is
placed one line below the enclosure. In most cases, postscript is regarded as a sign of
poor planning. If it is necessary write in ink like this:

P.S. See you at the Exhibition at the Hillside Plaza on January 10.

7(S



7. The Typist’s Initial(s)

The “typist’s initials” is also termed “identification marks”, included in most
business letters although they are not required. Sometimes also known as “reference
initials”, these initials are used to identify the signer of the letter and /or the typist.

The practical utility of these initials is mostly for administrative purposes when
other people in the office, often some time into the future, have to make tracking on
who has the letter originated from. It is positioned at the left margin, often in the left
lower corner of the page.

You may include only the standard parts of a business letter, or add one or several
optional parts in addition to the standard parts. The number of inclusions depends on

your own communication needs, not on the appearance of the letter.

The Formats of a Business Letter

There are three main formats of a business letter in use at present:‘ the
conventional indented style, the modern block style and the modified block style.

The indented style is a traditional British practice with the heading usually in the
middle and the date line on the right-hand-side. The complimentary close may be in the
center or commence at the center point. The indented style takes 4 or 5 letters in the
first line of each paragraph in the body of the business letter. It looks attractive and
makes for easy reading, but it is not convenient to type.

The block style is an American style, which has now come to be much more
widely used than before. Its striking feature is that all typing lines, inclusive of those
for the date, inside name and address, salutation, caption, each message paragraph and
complimentary close begin at the left-hand margin. Business letters with the full block
form, along with open punctuation or mixed punctuation, are paragraphed by equal line
space. For this letter style, the open punctuation pattern is used, the end of the date line,
the inside address lines, the salutation, the complimentary close and the signature block
lines are unpunctuated, but comma is necessary between the day and the year in the
date line and the full stop is retained after the abbreviation such as “Co.”, “Inc.” and

“Ltd.”. It is compact and tidy and it is convenient to type.

@
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The modified block style is a combination of the indented style and the block style.
It is also called semi-block style or mixed-block style. It is an eclectic style and is most

widely used in international trade.
How to Write a Good Commercial Business Letter

In writing good commercial business letter, the following eight requirements are
considered to be a must. They are also called the eight “C”’s.

1. Clearness

It means:

1) One sentence for one meaning only.

2) There must be a logical relationship between relevant sentences. No reversion
or repetition is allowed to appear.

3) In a simple and direct way.

Sample:

Your letter of July 5, in which you informed us that the goods did not arrive on
time and that three of the video recorders were damaged beyond repair, has been
carefully noted.

It is not necessary for us to tell you how much we regret this matter, and we
assure you that we shall send you three video recorders of the same kind to replace
‘those damaged in transit. »

Thank you for calling this to our attention and hope we may have your further
orders in the near future.

Yours faithfully,
(signature)

After being simplified.

In your letter of July 5, we were sorry to learn that our shipment did not arrive on
time.

Three video recorders are being shipped immediately to replace those damaged in
transit. ‘

Thank you for calling this matter to our attention.

Yours faithfully,
(signature)




