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Chapter 1 Basic Knowledge of Business English
Letter Writing
i S RIBBEEEEMEIR

Learning Objectives:

e  Understand the structure of a business English letter.

e  Know the importance of standardizing the business English letter writing.

e Learn the designing of an elegant letterhead, a standardized inside address and a
perfect letter body.

e  Master the correct arrangement of various parts of a letter.

F 3] Bfx:

o TFRFIIETEEH.

o NHREFHEIEBE T EIRMEIL I E M.

o FEWTHSRMAIE K ARAERI(E P IhE DUR A BR IE S
o HAR(S PR E B IERA L HE

| . The Aim of Learning International Business English

In order to do excellent international trading work, it is necessary to keep good
communications with others for offering a perfect understanding between each other. After
getting necessary, correct and prompt information, the business men can come into contact with
their partners involved and make their business concluded. Business men should be keen on
promoting mutually beneficial business arrangements and on making quick and correct reactions

to the business information.
—. FIEFRFSEIENEN
E@ﬂi%ﬁgiﬁ,%ﬁEAﬁﬁE%%%E,u@%ﬁﬁﬂTﬁﬁﬂoEﬁ%%‘

B, M. KREERZE, MEANRESHZESTRIKRAFTERZ S . FHAN DL
RARRAE I AR 55 803, X i 5515 RO T . TEB R

Il. The Keys of Learning Good Business English

In order to learn good business English, only equipping yourselves with business knowledge
is not practicable. The solid English foundation and certain ability of translating from English
into Chinese and from Chinese into English are both required. Therefore, it is necessary for the
readers to remember the words, phrases and sentence patterns in foreign trade from the early



13 beginning of Chapter 1. Write them down in your notebook, put it in your pocket and take it
E] along with you anywhere in order to recite the words, phrases and sentence patterns anytime you
are free. When you use your business English in your letter writing, don’t create the words,
i phrases and sentences by yourselves, try your best just to imitate and to follow the good English
2,—;';:; usage. As you know, your skill comes from practices and your successes arrive only when your
3 conditions are ripe.

= FHESRIEMKHE
EHIFFIS IR, HH ISR R, SR 3 0SB SR R A — 5 (9
W DR, L, MR IFAR A R O I WAL,

HgfE—IA LS HE, REGERELRTEE, EREHSBHERN, A%tk
w5, MEREEMGER, AEEHMENRE. R854 5B KE R

Ill. The Thirteen Trade Terms in International Trade

The telegrams and telexes have now fallen into disuse, but some abbreviations and
abbreviated words are still remaining in use. The following thirteen trade terms must be mastered.

They are classified according to the places of delivery.

=, ERBRSRH+=MESRE

EEFER ST, B, BENEEHCEK, E—SDRRE8E. 5 REEER.
PUFHIH B+ =M BARELAER, SR RYE I SR 20,

(1) Deliveries are effected inland or at the ports of the exporting country  7E H 1 [E Py i
s OA T

EXW (Ex Works) T.J 3¢ 1%

FCA (Free Carrier) 327Kz A

FAS (Free Alongside Ship) il % T

FOB (Free on Board) My 32 1%

CFR (Cost and Freight) mA iz %%

CIF (Cost, Insurance and Freight) A<, {RE Az %%

(In the previous time CIF was translated as  “Z|F41” , butin fact “ZF|FM"” does not
include the premium, so at present translating CIF into “CIF {7 is OK.)

(LLRT CIF A ¥R “BEM 7 19, HE LR RN ACIERE %, FrLIIER CIF K

“CIF fit” st L. )

CPT (Carriage Paid to) iz#{ %

CIP (Carriage and Insurance Paid to) iz%f. {RATZ

(2) Deliveries are effected inland, at the frontier or at the ports of the importing country
EH A E AL, 8, BN i

DAF (Delivered at Frontier) 143552 6%

o
HN
wllku
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ERRERESEERMAR

DES (Delivered Ex Ship) H KM _E 25 17
DEQ (Delivered Ex Quay) H HI#sRS Sk 22 T
DDU (Delivered Duty Unpaid) F5Fi3 5%
DDP (Delivered Duty Paid) 5E8i )5 32 5%

IV. Structure of Business English Letters

There are 13 parts of the Business Letter as follows:
(1) Letterhead;

(2) Reference and Date;

(3) Inside Address;

(4) Attention Line;

(5) Salutation;

(6) Subject Line;

(7) Body:

@ Opening or Introduction; @) Details; 3 Response or Action; @ Close;
(8) Complimentary Close;

(9) Signature;

(10) Initials;

(11) Enclosure;

(12) Carbon Copy;

(13) Postscript.

M. ERIBHENSH

B PEHLAT 13 ANk
(1) 1&k;

() w5 MHM;

(3) 15 A HbE;

4) ZIHPANIT

(5) FKRIE;

(6) FHHIT;

(7) IEXC:

@ k5 EF; @ REHED; @ RMEITS); @ 4E;
(8) ZERHUE;

9) %4 ‘

(10) W48 - BF;

(11) Pt

(12) BE @A Fi%);

(13) 5.
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Good learning of writing various parts of English business letters is very important. Only
after mastering the correct writing can you strengthen the good impression your corporation gives
to the outside world and increase its prestige. It is also beneficial to raise the position and the
trust of your corporation in the international field and in the business circle.

FEEEFBEEANEINBERTIEEW, RAAEE T ERPOBSHEA R L
AIXTAMRITE RAN A, R BT 5 e A ) 7 [ o b A g 45 4 o ) Mo 5 5 A BE

V. The Ways of Using the Writing Parts and Their Standardized
Designs

1. Letterhead

Letterhead includes the sender’s name, postal address, post code, telephone number, fax
number, E-mail address, etc. Usually big firms engage experts to design their attractive letter
paper, with their well-balanced letterheads, sometimes even with trademarks pre-printed on it in
order to strengthen their firms’ impression and enhance their firms’ prestige. The best way is to
print the letterhead in the up-center, because the letterhead printed in the up-center will offer a
well-balanced appearance to others, and using different forms and sizes of both English alphabets
and Chinese characters will especially show a very smart and wonderful design of the letterhead.

See Examples (1) and (2).

Example (1)

China National Light Industrial Products Imp. & Exp. Co.

82 Donganmen Street, Beijing, China

Tel. sk sksk sk skok Fax: st ok ok sk ok sk

E-mail: **#*%%x% Post Code: *#****

Example (2)

1242 West Lafayette Rd., Indianapolis, IN 46268, USA

o Skckeskckokok o eskokockockosk
Tel: Fax:

E-rgi]; Sk Post Code: ##****

Using this design will enable the writer to put the firm’s name, postal address and all the
communicating information in four lines and not to occupy too many lines of the letter paper. In
the following Example (3) sometimes letterhead is printed at the left margin of the sheet of letter
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BEZREREEEEMAR
paper. Such design can often be found in the full-blocked style or semi-blocked style of letter

writing.

Example (3)

Jameson & Sons Ltd.
34 Madison Square
Melbourne, Australia
Tel: Sk ko k ok k E_maﬂ: sk 3k ok 3k ok kR

Fax: S sk ok ok sk ok ok Post COdC: sk ok sk skok sk ok

In this design, in order not to occupy too many lines in the letterhead, E-mail address and
Fax number have to be omitted, thus the inconvenience in using modern communicating
techniques will be resulted in. And if you type all of the numbers below the address, your
letterhead will be long enough to occupy nearly a quarter of your sheet of paper. So the best
design of letterhead writing does not belong to this kind.

In Example (4) sometimes you can find that the letterhead is put at the right margin of the
sheet of letter paper. Such design will bring you much difficulty in offering good balance,
especially when the letterhead is too long to put into some short lines and will as well show you a

long list of communicating numbers and figures.

Example (4)

M.D. Edward & Co., Ltd.
36 Tower Street
Toronto 4, Canada

Tel: 35 e ok ok ok ok E_mail: e 2k o ok ek

Fax: **#**** " Postcode; *¥*%***
. BEEBINBEHERRERIT

1. 8%

(SRS NS O, BR%R. FIE SRS, (EIUSED. MRBCGREDR T I
B, AN R SRR R, e BRIk, A L FED
EAFIRRRR, DMEMEE AT REIR, SRR AT RS, BT R
(EHRIE b, BIONEDFEIER A0S sk 20 A —FhIER PhBIO S 2 . (6 R4k
5 B BT BRI T R S MR ISk BATS T AT . Wfl(1). Bi(2).

o PR SRR BT LIS A R 4488 St DL R B B R T RS B DU ST, T2 5
(SR EITH. 1 FHRHIG) A I Sk ENTEAE AR ML, KA 3 T A7 kR
Rk R A

FEBIG) T, AT MR S AZHATH, B-mail HuH AV S TR R AR A NS, Xk,
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RARBEHARMEARBSBRAL E. WA SERSAEmL P, BaEkida
HEAE 14 7. Bk, EAR—FRENBRIT.

TEBI() B BHE R TERAMLS, ZFRBHERFFRAA T L 28 ROKHHE
BE, R 2ME AT B8 B T RAT LRSI — K IIE S S A .

2. Reference and Date

In business correspondence, reference will be given by a firm to another. Reference may
include a file number, departmental code, or the initials of the signer, followed by that of the
typist of the letter. They are marked as “ Our Ref: *** * and “ Your Ref:*** ™ to avoid confusion.

See Examples (1) and (2).

Example (1)

Your Ref: JVD/ZH
Our Ref: WDC/LF

Example (2)

Our Ref: SEL/SY

Your Ref: No. 145/170

The dates should be typed in full, but some of the English names of the months may be
abbreviated, such as Jan.=January, Feb.=February, Aug.=August, Sept.=September, Oct.=October,
Nov.=November, Dec.=December. The -th,-st,-nd and-rd that follow the day may be omitted such
as, “6 June” for “‘6th June”, “May 1” for “May 1st”. Don’t use the all-number form. The American
practice is to write the date in the order of month, day and year as 3/8/2005 or 03/08/2005, but
the British practice is written in the order of day, month and year, as 8/3/2005 or 08/03/2005. So
using all-number form to express the date will make the letter date thrown into confusion.

2. wmEFEH

ERESBEET, AfZESHERERS . m5amEARs. I MAEREa ArfE
B, EMEEETTRIYE PR, XML “BRARS: =" & WRAERS: *»**7 K
b, CAGIRYE, wfl()FElR).

HHIN Z2Hs dk, HREEANHECLFTUAZSEA: W1 A Jan., 2
HH Feb., 8 HH Aug., 9 AH Sept., +HAH Oct., +—HH Nov., +=HH Dec.. HH
Ja i)-th, -st, -nd K-rd B[ EWE, W6 H 6 HAJSM “June 6” , MiAZ “June 6th” ; 5
H1HEmK “May 1”7, ifR “May Ist” ; HAEXRH2HFEA. EANHAEERZ
CLA/B/AERNF, BIEERT, 0 03/8/2005 5% 03/08/2005, EP 2005 4E3 H 8 H: isef
HASERUAH/ A/ AR, BHMLERT, 0 “8/3/2005” =K “08/03/2005” , BJ 2005 4 3
A8 H. Hit, FHEHFRARKSHAES KAERE.

3. Inside Address

Generally, the inside address should include the receiver’s name and title, company name,

street address, city, state (province), post-code, and country (if necessary). They are typed at the
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upper left-hand margin of the sheet, starting two to three lines below the last line of the
letterhead.

See Examples (1) and (2).
Example (1)

China National Light Industrial Products Imp. & Exp. Co.

82 Donganmen Street, Beijing, China
Tel: 3k ok ok ok Fax: 2k ok ok ook Ak
E_mail 35 3 3 ok oskoR 3k POSt COde: 3k 3k 3k R ok
4 June, 2005

Mr. Walter Roberts
Sales Manager
Mid-West Imp. & Exp. Inc.
12 East Tenth Street
Chicago, IL 60687, USA.

Example (2)
1242 West Lafayette Rd., Indianapolis, IN 46268, USA
Tel: sk sk ok sk skok FaX: s ok sk ok ook
E-mail; #*srseex Post Code: ******
5 May, 2005
The Manager

Star Stores

101 High Street
Fulham

London SW6, 3BA

England, UK

3. ERHbuE

AW AS A RS NRRERR R SRAT . AR AFR, BIE 1. IHCE) BR%R K = 2K (0
Rt B ENA TEARN A bia%, fE(E kB —17 FH 2~3 174k, wfi(1)
Ffil(2).

4. Attention Line

Attention line is used when the writer of a letter addressed to an institution or an
organization wishes to direct the letter to a specific individual or specific department. It is

generally placed between the inside address and the salutation, underscored or not underscored
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and is centered over the body of the letter. If it is used in the full block format, it will be typed at
the left-hand margin.

Example

Attention: Export Department

Dear Sirs,
4. ZHANIT

545 N H O E AR E WU B SRS BRI Z NBGZHE T, 7T RAE
M I NAT o BATEH B TS A MAERIFRIE 2 (8], S5 18 A BN 2634 ], 7 IE
X EF AL E . mBERA AT LR, WEHNTRALT A ML 2.

5. Salutation

Salutation is placed two lines below the inside address. The salutation is “Gentlemen” if the
letter is addressed to an organization, even if there is an attention line directing the letter to a
particular individual within that organization.

In business correspondence, the most commonly used salutation forms are:

Dear Sirs, (British Style)

Gentlemen: (American Style)

Dear Sir,

Dear Madam:

Dear Mr. Brown:

Whether married or unmarried, a woman is always addressed as “Dear Madam”, never as
“Dear Miss”. The Americans prefer to use “Gentlemen” while the British use “Dear Sirs.”

Even when the firm’s name is the name of a single individual, the salutation of plural form
is preferred, such as:

Example

John Norris Inc. (Date)
O’ Sallivan Building

Baltimore, MD 10026

USA.

Gentlemen:

In writing to a firm consisting of both men and women, or even to a firm consisting of
women alone, the salutation of “Gentlemen” is preferably used.

The salutation of “Dear Sirs” is followed by a comma and “Gentlemen” is followed by a
colon.
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Dear Sirs, (T )

Gentlemen: (£3X)

Dear Sirs,

Dear Madam:

Dear Mr. Brown:

THAEEE RN “Dear Madam” , AEH “Dear Miss” -« H4, FEANEWRH
“Gentlemen” , T #E AN EXKH “Dear Sirs” »
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“Dear Sirs” FIFRIF/EH HIES, “Gentlemen” GHHE Y.

6. Subject Line

Subject line is actually the central idea of a letter. It is inserted between the salutation and
the body of the letter. If the letter is in the full block form, it is placed at the left-hand margin. In
other styles, it is centered over the body of the letter. In order to invite the receiver’s attention, it

is usually underlined. In front of it “Re:” or “Subj:” is written as the following examples.
Example (1)

Dear Sirs,
Re: Women'’s Blouses

Example (2)

Gentlemen:
Subj: Tin Foil Sheets

Sometimes, the subject line can be underscored.

6. FHIT

Hi 7L EE—FEH PO BAE, M THRIEMIEXZE. MR EREEF LA, FHH
TRBHE S ML %, AR RF, WAETFERIEY. T 5EEEANNER, B
EHTFMTRIZ, f£/1HS “Re:” 8¢ “Subj:” .

gl (1) A (2)..

AF, WEHAT TR R .

7. Body

This part is the most important one in business correspondence. The body of the letter

generally consists of four essential parts.



