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Chapter 1 Introduction

ERBRLF LT, 5T HEANERATRE BIE D CLR 5515 B ) 07 4T .
A& 5 R 2 FHERAR A QZRIN, FURSFERBERRYE, WU ALLEHED
B, AMRERS. EEHEEESE, NZTREERGRBMEN), ENEEEY
HABHOBSH .

1.1 Introduction

[Learning Objectives](¥ 3 8 #)
You will learn the format of a business letter:
(1) The indented form(4E1T2).
(2) The block form(Fk2).
(3) The semi-indented form(/B 5 ).
(4) The parts of a business letter(F 45 1345 KL R EB) -
(5) Guidelines of writing English business letter(3 30 8 4415 B #1 S /E R W)

{Teaching Contents](# % A %)

Guidelines of writing English business letter.

AUE—HRSERN A TARZS BONERERLEBONE, EEENNEERL
TR

(1) Clarity (iF#).

(2) Correctness (1IF#).

(3) Conciseness (f75)-

(4) Concreteness (EL{%).

(5) Completeness (5E#1).

(6) Consideration and courtesy (& igFI#.5%).

1.2 Seven Principal Parts and Seven Optional Parts

Normally a business letter consists of seven principal parts and seven optional parts.

—HRERER B EASH AT h BN BT T AALEH S
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1.2.1 Seven Principal Parts

1. The Heading or Letter-head (&%)

The letter-head of a business letter often indicates the writer’s company name, address, fele-
phone number, fax number, e-mail, Internet address and the kind of business carried on.

Many firms or companies have the letter-head printed on the writing paper so that the recipient
will know immediately where the letter is from and take it as reference when giving a reply.

BHEBEENELRUREANQTELR. k. BiFEHE, FELSH, BTFEH. M
LA B Fr B Wl 5 FE R .

REFSHL2ANFEHMBEER, CEAEA-FRAEREY, ETEHENS%.

2. The Date (B #A)

The date should be typed in the logical order of day, month and year. For the 'day, either car-
dinal numbers or ordinal numbers can be used, it can also be placed after month; e. g.
H##EE . A, FNFEXEE. B BESARFRRARR, ®a.

12® October, 2007 12 October, 2007
WA A s, B .
March Ist, 2007 October 29, 2007

To give the day in figures (e. g. 2/6/2001) may easily cause confusion because in Britain this
date means 2™ June, 2008 while in the U.S. and some other countries, it would mean 6® February,
2008.

All in all, when typing the date, please see to it that the year is typed in full, e.g. 2008 in-
stead of 08 and the month in English instead of in figures. Such expression as 3/9/01 is not used
in formal business letters.

FECF R H BB 0 2/6/2008)25 5 51421 . BN 7E L HIXAN B HARTE 2008 £ 6 A
2 H; mEFREL L —®RER, WR¥E 200852 H6H.,

B2, THAHNEFERERNEETH, TEH 08 kfifk 2008; M ERREES
e NREFBIFE KA, 0 3/9/01 BARECERER .

3. The Inside Name and Address (¥f & Frfnbil)

The inside name and address are the name and address of the firm or the company to which
the letter is sent. It should be the same as the name and address on the envélope, but begins from
the left margin of the writing paper and two line-spacings below the date.

If the recipient of the letter is the head of a department, address the letter to him by his offi-
cial title.

¥ W BRSO RS A BTER T A R AR ML, SE0E Bk AR,
HRE2NTRALEEAIHZ FTHITER,

WHBEARESIINEFTAR, TR AR BUFRIE.
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#i: The Sales Manager

The Hercules Engineering Co., Ltd.

Brazennose Street

MANCHESTER M608 AS

England

In European and American countries, Messrs. (the plural form of Mr.) is used for firms or
companies, the name of which include a personal element. e.g. Messrs. James Parrinton & Co.,
Ltd. '

Do not use it if the title is impersonal, e.g. The Maryland Trading Company.

Bk b X )R 7E LA A B AR BR R A 2 R AT B A A B R ETE L “Messis” M E#0),
U: Messrs James Parrinton & Co., Lid. .

R B EREAE AR AR BEXFER], fn: ,The Maryland Trading Company .

Generally, the inside name and address in an English business letter should include the fol-
lowing:

(1) The name of the firm or company addressed to.

(2) Number and street.

(3) Name of city, state or county and its postal code.

(4) Name of country.

TS B I3 A ik R CUR LA R R R

(1) BUSHITRAFAN LK.

(2) NMBSHMEL.

3y FEEE . M. BB,

4) ERAR.

4. The Salutation (FREE)

It is a greeting to the recipient which appears two line-spacings below the inside name and
address. Be sure that it agrees with the recipient in the inside name and address or in the attention
line. The one customarily used in a business letter uow is Dear Sirs followed by a comma, while
the Americans use Gentlemen with a colon after it. Do not use Sirs alone; Gentlemen cannot be
used in the singular. If the firm or the company is owned or managed by a woman, we often greet
the recipient as Dear Madam.

ZEBEAMBAENE —FRRE, 60T 3 A& RN T RAT. RIS &K
ik LA R BT B R KB AR . WISEE&ERPEHNHTE —RRASERGES
) Dear Sirs, MXEAEHA Gentlemen, Gentlemen JSHAIE 5. RELAMMFH Sirs:
Gentlemen ANEEF 8. WRAF ZMBE AL LiE, BAVEH Dear Madam FRIFUL
(P

5. The Body (IE37)

This forms the body of the letter and is the part that really matters. As the main purpose of a
business letter is to convey information, besides the contents which are of great importance of the
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whole letter, a writer should take into consideration how to make his ideas understood and ac-
cepted in the most proper way by the recipient. A good business letter writer should know how to
attract the recipients’ attention, arouse their interest, stimulate their desire and induce them to
take actions. To realize this, we should try our best to write our letters completely, correctly, con-
ciscly, clearly, courteously, grammatically and to the point. Avoid those old conventions and
business jargon.

WREXRFERRER, EBREENHS. HTHSFFENEEANREAEFE, &
MFAFEERNERT, W LR Ll 7 TS ERN Tk, EBEALR
BRGMMNTFUEER . — B0 S07 0 DI I RS 06 5 R, 3R
B, BIGHARE, FEHRBHNERTS. BEFIX—E, MEOFERTI0MEEHD
sl IE#. VG, . BB ROEE, HEEaTih. e R ER IS Ko
WAL B RIE.

6. The Complimentary Close (£ R&E)

The complimentary close is a polite way of bringing a letter to a close. It keeps iu tone with
the salutation. The most common used sets of salutation and complimentary close are as follows.

SRMERALBHAS R BEH—REET R . SBEHAAE RN, % HiE
EHRHRERS RBOER .

Formal: Dear Sirs, Yours faithfully,
[DW] Gentlemen: Truly yours,

Less formal: Dear Mr. Henry: Yours sincerely,
Dear Ms. Smith: Yours cordially,

7. The Signature (£%)

The name of the firm that the writer represents should be written in capitals below the com-
plimentary close, followed by the signature of the manager. To sign with a rubber stamp shows
discourtesy.

GRHEENTH, NERTHNAKRAASFREY, BRARALSE, EREEEE
B AL -

THE NATIONAL TRANSPORT CO.,

T. M. White

Manager

1.2.2 Seven Optional Parts

1. The Reference Number (ffiifh <)

If necessary, the reference number can be indicated near the date or above the inside name
and address so as to facilitate the writer’s numbering and filing the letters he receives and enable
the writer or the recipient to link the reply with the previous correspondence.

WHEE, —ROTLEFEEN B PR IESRE N R E i ee, — 8
ETREARTIER, LEMRER: RN TET S AR A% EE S LU R
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2. The Attention Line (; BB IR)

Generally, it is used where the letter is addressed to a firm or a company and the specific in-
dividual will be given to. It comes two line-spacings above the salutation, underiined.

B, FERFHATAEASRFRALERSE *“%A$LLHI%‘§?B{* 1%52%%’“‘%%%:’})&
©HRAERIEZ EFT, MTRIKR, W:

For the attention of Mr. Smith

Attention: Mr. Smith -

.3. The Subject Heading (B H)

It gives a brief indication of the content of the letter. There are two Kinds of subject head-
ings—main headings and paragraph headings. The main heading is typed two line-spacings be-
low the salutation, underlined. The paragraph heading is placed at the beginning of each para-
graph to show what subject the paragraph is dealing with.

BT AE AR ERE. AR EREMBIEINERE M. TAREERIE
THEMEREATL, MTRE. BERARESRNTSE, RF3ZX BRI EE.

4. The Enclosure (Fi)

If something is enclosed with the letter, type the word “enclosure” or the abbreviation of it
(Encl.) at the left bottoin with 2 figure indicating the number of enclosures, if there are more than

one.

MREREHRE, WEESHAT AT EEnclosure” X P E “Encl.” . ERAAR
1tE—47, R BHM AR .
#: Enclosure: Price list
Enclosures: 4
Encl. As stated.

5. The Reference Notation (4231 A £ 5)

The reference notations are made up of the initials of the person who dictates the letter and
of the secretary or typist. The initials are usually typed two line-spacings below the signatu‘re
against the left-hand margin.

The two sets are separated by a colon or a slant, with the dictator’s coming first. You may
capitalize both, or neither, or only the first of the set.

BHRPAEHUBEORANRPXITEFAG AN F R, BESTESLTER
T REEF jlam.

AT OBAGAREFRIF L, AESHARSF. FUEHAE, ReHh
g5, AR OBARANEFHKRE.

. HW/AJZ  HW:JZ HW: jz HW/jz
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6. The Postscript (M)

A postscript (P. 8.) is an afterthought which we should try to avoid using, as in formal letters
this is usually a sign of peor planning. ‘ .

If something is forgotten, it is better for the writer 1o rewrite the letter. But as a special de-
vice, it has two legitimate functions:

(1} Some executives, to add a personal touch to their typewritten letter, occasionally attach
a handwritten postscript. o

(2) Writers of sales letters often offer the most convincing érgumenl for emphatic conclu-
sion in a postscript, j '

ER—MEM, NREEEMEH, AL TERKELBE R RIR BN —FR
&. MRARETHAY, REEFEELE. BFEMNKTER, ShERMEM:

(1) FEEE AR T 88 LEREFRELURED.

) HEBEMERAN TIRDNR, HEEREERIEE IIHERZ .

7. The Carbon Copy Notation(3533%)

If the copy of the letter is to be sent to a third party, type cc or CC two line-spacings below
the signature or immediately below the enclosure at left-hand margin, followed by the name of
the recipient of the copy. ‘

BHNARFEDEBZIN, TEXLEMYE T IFBRERERITE “cc” B

“CC” , BT LPEXMEMLAFREIR . 0 CC: Shanghai Branch Office

ERAFERR, BTHR/LFCLHRAREIDE, FOMEITHER Xerox £

¥ cco

1.3 Two Styles of Layout

Basically, two main styles of layout are in current use: semi-indented style and blocked style.

HEMERMEEHERTHRMN: BAXMTLR.
1.3.1 ' Semi-Indented Style

China National Light Industrial Products Import & Export Corporation
No. 910, 9™ Section J insong, Chaoyang District,
Beijing, China
Telephone: 0086-10-67747246  E-mail: info@chinalig.com.cn
Fax; 0086-10-67747246 Internet: www.chinalight.com.cn
Our Reference No. J'W-CO18
Your Reference No.
Date: 30™ November, 2006
Wesiminster Productions Inc,
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51 High Street
Liverpool AY1 3BF
England

Adttention: Mr. Arnold Simpson
Dear Sirs

Re: Our Offer of May 22 _
With reference to the subject offer, we regret that we have not had an order from you.

Naturally our catalogue could only show the standard types of our wide range of air-
conditioners and it is quite possible that you could not find the model for which you are looking.

Please let us know the exact details of your requirements so that we can make our offers ac-
cordingly. We assure you that we will do our utmost to meet your needs.

We are most anxious to serve you and hope to hear from you soon.

Yours faithfully,

China National Light Industrial

Products Import & Export Corporation

(Sig.)

Manager

[Figure 1] Semi-intended Style

The beginning of each paragraph is intended four or six spaces. Each line of the inside name
and address begins at the left-hand margin. The subject line is centered while the date the com-
plimentary close and the signature are just close to the right of the center.

[ 1] &4-X

SR FFAE R AL 4-6 120, 1N SFRMBLI S AT 5 IR, HHfE
b, B GRHE RS E T AR AL,

1.3.2 Blocked Style

China National Light industrial Products Import & Export Corp;)ration
No. 910, 9" Section Jinsong, Chaoyang District,

Beijing, China

Telephone: 0086-10-67766688  E-mail: info@chinalig.com.cn

Fax: 00B6-10-6774724 Internet: www.chinalight.com.cn
Our Reference No. J/W-CO18

Your Reference No.

Date: 30" November, 2001

Westminster Productions Inc.



8 EEE TR

51 High Saeet

Liverpool AY1 3BF

England

Attention: Mr, Amold Simpson
Dear Sirs

Re: Our Offer of May 22
With reference to the subject offer, we regret that we have not had an order form you.

Naturally our catalogue could only show the standard types of our wide range of air-conditioners
and it is quite possible that you could not find the model for which you are looking.
Please let us know the exact details of your requirements so that we can make our offers ac
cordingly. We assure you that we will do our utmost to meet your needs. :
We are most anxious to serve you and hope to hear from yoﬁ 8001, I
Yours faithfully, '
China National Light Industrial Products Import & Export Corporation
(Sig)_____
Manager
[Figure 2] Blocked Style
All typing lines, including the date, the inside name and address, the subject line, the com-
plimentary close, the signature, begin at the left margin with no indention in the letter.
[# 2] F % X,
MAEAT, SFAM. HANRRAMI. 558, $E8E. 8%, SL5EL0%S
7, BREL T4
The following letter will illustrate the position of each part mentioned above:
FHEFREA U LR BIEREPOLE.
1) The Eastern Seaboard Corporation
350 Park Avenue, New York, New York 10517, the U.S.A
Telephone: (212)22843775  Fax:(212)22843775
Internet: mme @mwccmme.com
8) Our Reference No. Jy'W-CQ25
Your reference No.
2) April 8, 2006
3) United Trading Company, Ltd.
27 Smithfield Road
London, E.C.3.
England
Attention: Import Dept,
Dear Sirs,
10) Re: New Price List
5) Thank you for your letter of the 2™ April.
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As regards the telephone sets, if you can allow us a 15% discount on the price listed which
we received yesterday, we may consider placing our orders.
6) Yours faithfully,
7} The Eastern Seaboard Corporation
G B. Davis
12) NQ/sc
11) Encl.
13) ce: ABC Corporation
14) P.S. Wish to see you at the Trade Fair on April 20,

1.4 Envelope

The three important requirements of envelope addressing are accuracy, clearness and good
appearance. The following are two samples of semi-intended style and blocked style:

EHESEE=ZIEENERINPERH. FEEEMER. D TERESMELRL
AT

{Semi-Indented Style)

Messrs. William & Sons

T8 Lancaster House Stamp
Manchester, England

China National Chemicals
Imp. & Exp. Corporation
Er Li Gou, Xijiao,
BEIING, CHINA.

(Blocked Style)

China Naticnal Chemicals
Imp. & Exp. Corporation Stamp
Er Li Gou, Xijiao,

BEIJNG, CHINA.

Mr. F.M. Richard

213 Broad Avenue
Los Angles, CA, 95130
U.SA
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Exercises
L Read the following introduction of general bnsiness letters.

1. 153k (Heading)

2. H¥{(Date)

3. BB B (Our Ref. Noy; 3t 5% S5 Your Ref. No)
4. {5 Wt (Inside Address)

5.
6
7
8
9

FrIF(Salutation)

. ZH Hi(Subject)

. 1E3C(Body of the letter)

. & E#GE(Complimentary close)
. % % (Signature)

10. £33 A5 (Reference Notation)
11. Fft4F(Enclosure)
12. $i%(Carbon Copy)
II. Address the following envelope in English,
KEALTHZILKHE 20 5 AVTOS AT #R4S 10027 Bk « £ L
PRI RITKE 125
PESR AR
HE4H 100053



Chapter 2 Establishment of Business
Relations

2.1 Introduction

It is fairly true to say no customers, no business.To establish business relations with promis-
ing dealers is of vital importance either for a newly established firm or an old one that aims to
enlarge its business scope and turnover.

Customers abroad may be approached through some of the following channels.

(1) Communication in writing(e-mails, faxes, letters, etc.).

(2) Auendance at the export commodities fairs.

{3) Contact at exhibitions held at home or abroad.

(4) Mutual visits by trade delegations and groups,

Of all these channels, the first one is the most constantly used in business.

But by what means can a writer of business letters check all the necessary information about
a new customer? Well, he may do so by referring to or with the help of:

(1) Internet,

(2) The banks.

(3) The trade directory.

(4) The advertisements .

(5) The introduction from his business connections.

(6) The branch office or representative abroad.

(7) The market investigations.

(8) The Commercial Counselor’s Office.

{9) The chambers of commerce both at home and abroad.

(10) Enquiries received from the customers abroad.

In such cases, the writer usually informs his addressee of the following.

(1) The source of his information.

(2) His intention.

(3) The business scope of his firm and also its branches and liaison offices, if any.

(4) The reference as to his firm’s financial position and integrity.

If the writer intends to buy for import, he may also make request for samples, pricelists, ca-
talogues, etc.

To close the letter, the writer usually expresses his expectation of cooperation and an early

reply.



