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Unit One

Objectives

Writing

» To practice writing business letters.

¢ To understand and use language related to business letters.
Reading

e To learn about what marketing and market is.

e To understand the five alternative concepts under which

organizations conduct their marketing activities.

Business Letters

1. Introduction

Usually, a businessperson 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 (f# 32 % ) in various parts of the world. Even telephone messages
must be put in writing for understanding and formal confirmation (iE 3K, #
ik) by both sender and receiver and as a source for later reference. A good
business letter is essential in achieving good communication. This unit will

introduce some basic principles for writing business letters.
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2. Steps for writing business letters

1) Layout

A letter needs your company address at top right hand corner, date at top
right hand corner below sender’s address, name/ address of recipient (Mg A )beneath
date on left hand side, correct salutation (¥XP¥), complimentary close (& HiE),
your signature, printed name and position.

Notes :

“ »

a. The salutation is a polite greeting. It is usually followed by a
(sometimes by a “,” ) .If possible, try to address a person by name. If you
don’t know the person’s name, you can open with ‘Dear Sir/ Madam’

b. Use * Yours  sincerely’ after ‘Dear (name)’ and * Yours
faithfully’ after *Dear Sir/ Madam’ or ‘Dear Sirs’ in your
complimentary close. It is followed with a “,”

c. Use the letters p. p. before your signature if you are asked to ‘ write
a letter under my name’ or ‘sign it on my behalf’ , leave a space if you are
asked to ‘draft a letter ready for my signature’

d. Your position is below your printed name .

e. When something is enclosed with a letter — attention should be called to
it by writing ‘ Enclosure’ or ‘Enc’.

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

A good business letter is concise (& #); it keeps to the point. To write
a letter, you must organize your thoughts. Jot (#§iZ) down the things you
must say and consider how the ideas are logically related. Put the points in
order.

3) Write the letter

Try to keep a balance between being formal and being friendly. Since you
are usually trying to get your reader to do something, don’t be sarcastic (YL
) or too aggressive (BkMERI) . Be confident, not slavish (M) .

Note ;

Useful starting phrases are ‘ Thank you for your letter of 2nd January
2005°, or ‘I am writing to you because . . . A wuseful finishing phrase
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is ‘I look forward to hearing from you' .

4) Check your work 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 language and tone appropriate?)

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

spelling, grammar and punctuation?)

3. Practice One

Situation: You are an employee of Dairyfarm (4¥13%) Company, 1051
North Bank Avenue, Chicago (ZMH), ILllinois (FARIEHM), a producer of
all kinds of dairy products with its focus on cheese production. Mr. Richard
Jones is your boss .

He says to you, “Will you please draft a reply to this letter under my
name? Please include the following points: I am glad to know that Mr. Rice
agrees with my prediction of next year’s cheese market and I am quite interested
in his cooperation proposal. If possible, I would like to attend the
Jakarta (HEMIE) Conference and talk about the matter with him . I will call

him when my departure time is decided .”

Planet Company
39 Madison (Eili#) Street
New York, New York 13098
2nd November, 2004

Mr. Richard Jones

Dairyfarm Company

1051 North Bank Avenue

Chicago, Illinois 84856

Dear Mr. Jones :
I enjoyed meeting you last week at the National Dairy Makers

Conference and learning about your business. You mentioned that
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international demand for cheese products seemed to be up and this might
be a good year for your company to begin selling globally .

The report issued by the Department of Agriculture proved that you
are right , which shows that international sales for cheese products have
increased over the past two years .

Our company can put you in touch with overseas markets through
our representatives in 25 countries. We can also help make your
promotional messages to producers and business leaders in these nations .

You may be interested in attending the coming international
marketing conference in Jakarta, Indonesia (ENJE), two months from
now. It could offer you useful information about Asian marketplace
that you are looking for .

If you would like to attend the Jakarta conference or work with our
representative in a specific country, please give me a call. Our
company would appreciate the opportunity of helping you launch the

export side of your business .
Yours sincerely

Tom Rice

(Signature)

Step 1: Layout

v"  your company address—Dairyfarm Company, 1051 North Bank
Avenue, Chicago, Illinois 84856

v the date—5th November 2004

v'  the name/address of the person to whom you are writing—Tom
Rice, Planet Company, 39 Madison Street, New York, New York 13098

v'  the correct salutation—Dear Mr. Rice

v’ complimentary close—Yours sincerely

v’ asignature/ name/ position—p. p. (your signature), Richard Jones,
General Manager
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Step 2: Identify the relevant information and present it in a suitable order

& Thanks for the letter of 2nd November 2004.

% Richard Jones is glad to know that Rice agrees with his prediction of
next year’s cheese market.

& Richard Jones is quite interested in his cooperation proposal.

# Feel like attending the Jakarta Conference and talking about the matter
with him.

& Richard Jones will call him when departure time is decided.

& Please contact secretary.

Step 3: Write the Letter

Dairyfarm Company
1051 North Bank Avenue
Chicago, Illinois 84856
Sth November, 2004

Mr. Tom Rice

Planet Company

39 Madison Street

New York, New York 13098

Dear Mr. Rice:

Thanks for your letter of 2nd November 2004. I am glad to know
that you agree with my prediction of next year’s cheese market and I am
quite interested in you cooperation proposal. If possible, I would like to
attend the Jakarta Conference and talk about the matter with you .

I will call you when my departure time is decided. For any new
information , you may contact my secretary .

I look forward to meeting you .

Yours sincerely
p.p. (your signature)

Richard Jones
General Manager
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Step 4: Check your work by considering the following points
1) Layout
2) Information
3) Language and tone

4) Spelling, grammar and punctuation

4. Practice Two

Situation; You work for CBS Company, a producer of computers and
computer accessories (M) . Your Office Manager is Susan Lee. She says to
you, “Will you please draft a reply for me to this letter? Sign it on my
behalf. Tell him that our Super mobile hard disks (BE#&) are out of
stock . But new ones are being produced . The 200 disks he ordered will be sent

as soon as they are available, about in two days.”

Williamson Engineering Co .
19 High Lane
Newton 14003
12th October , 2004
CBS Company
211 East 34th Street
London 10061

Dear Sir or Madam ;

I am writing to order 200 of your Super mobile hard disks at your
advertised price of $ 150 each. Please make sure that every item is of
satisfactory quality and the quality guarantee (fRUE) letter should be
enclosed in each package. We need the goods urgently and it is necessary
that the ordered goods will have reached us by the end of this week .

Your efforts would be greatly appreciated if I could have them by
then .

Yours sincerely

Anderson Wood

Engineering Manager
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Step 1: Layout

v’ your company address—CBS Company, 211 East 34th Street,
London 10061

v'  the date—13th October, 2004

v the name/ address of the person to whom you are writing—Anderson
Wood, Williamson Engineering Co., 19 High Lane, Newton 14003

v/ the correct salutation—Dear Mr. Wood

v’ complimentary close—Yours sincerely

v’ a signature/ name/ position—p. p. (your signature), Susan Lee,

Office Manager

Step 2: Identify the relevant information and present it in a suitable
order

Thanks for the letter of 12th October, 2004.

Super mobile hard disks produced by CBS Company .

Presently out of stock.

New ones are being produced and will be ready in 2 days.

Send the ordered 200 items as soon as possible.

Price per item is $ 150.

=ttt kE

Total is $ 30, 000 and should be transferred into the account on
completion (5E) of order.

& Quality guarantee letter will be sent together with the goods.

mow complete step ﬂ

Step 3: Write the letter
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Step 4: Check your work by considering the following points
1) Layout
2) Information
3) Language and tone

4) Spelling, grammar and punctuation

5. Practice Three

Situation; You work in Prospect Corporation, which provides car
renting service globally. William Steward , your department manager, says
to you, “Here is a complaint letter frorh an old customer. Would you please
draft a replay to him? First, make a sincere apology to him for the incorrect
price he was charged as well as the unprofessional service he received. Tell him
that the overcharged part will be refunded (GBX#) to him in a
week . Finally, express that we hope he will regain v(ﬁ(ﬁ , EHBE)

. . . . . 2”
confidence in our corporation and use our service again .

Brothers Company
9 Zhongguancun Street
Haidian District, Beijing 100081
P. R. China
20th December , 2004
Prospect Corporation
47 Chaoyangmenwai Street
Chaoyang District 100067
Beijing, P. R. China

Dir Sir;

I would like to inform you that I was overcharged last month in
Brazil .

I made reservation (W%, WALZ) in Beijing to rent a car for a
week in Rio de Janeiro, Brazil, at the price of $ 75 dollars per
day. However, the car rental clerk in Rio de Janeiro said he had no
idea about the reservation and charged me a different price of $ 100 per
day. I objected , but he insisted that I should pay the standard rate.




