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/Unit1 Modern Business Letters

Text A The Language of Modern Business Letters

All business letters have two main functions:

A)To ask for and give a reply to an enquiry, offer, order or complaint.

B)To keep a record of all the important facts for ready reference.

The language of old-style business letters is often long and complicated. Such letters
are liable to confuse the reader. A confused and over long letter may be put aside until
someone explains its meaning, and this may mean delays. Since a letter is written for the
reader,the language of modern business letters should be simple, clear and direct. The
writer states the purpose of his letter briefly, and the letter is short and friendly. Such
letters help the writer as much as the reader,and will probably mean an earlier reply.

Nowadays, more and more people like to do business through a fax machine by
sending faxes or even on the Web by sending E-mails. The former is the abbreviation of
facsimile , which is actually an exact copy of a document, a picture or a piece of writing
sent or received by an electronic system using telephone lines. The latter is correspondence
sent or received on the Web. At the moment, the E-commerce involves offering, ordering,
enquiring , payment and complaint, etc. But all these are still based on the business letters.

Here are two letters. One is an old-fashioned , pompous style of English, which is too

long and complicates the message. The other is in a simple and clear style.
|Old-fashioned Style]

Dear Sir,

I beg to acknowledge receipt of your letter of the 15th inst. in connection with our not
clearing our account which was outstanding as at the end of June.

Please accept our profuse apologies. We were unable to settle this matter due to the
sudden demise of Mr. Noel , our accountant,and as a result were unaware of those accounts
which were to be cleared. We now, however, have managed to trace all our commitments
and take pleasure in enclosing our remittance for £ 620 which' we trust will settle our
indebtedness:

We hope that this unforeseen ineident did not in any way inconvenience you, nor lead
you to believe that our not clearing our balance on the due date was an intention on our
part to delay payment.

We remain , yours:--
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[Simple and Clear Style|

Dear Sir,

I am replying to your letter of 15 July asking us to clear our June balance.

I apologize for not settling the account sooner,but-due to the unfortunate death of Mr.
Noel, our accountant,we were not able to-settle any of our outstanding balances.

Please find enclosed our check for £ 620, and accept our apologies for any
inconvenience.

Yours sincerely,

Text B The Parts of Modern Business Letters

(1) "Jameson & Sons Ltd.
34 Madison Square
Melbourne E. C. 2.

Australia
Tel;---
. S Fax:-
E-mail;---
i o : : January 25,20 __
Our Ref. No. -+
Your Ref. No. «+-

(2) China National Light Industrial Products Import & Export Corp.
Shanghai Branch
128 Huchiu Road,

Shanghai , China

Tel:---

Fax:--

E-mail;---
(3) Dear Sirs, _
4) Re: Bicycles

(5) One of our customers is interested in your bicycles, particularly Model No.
PA-18. Please send us a copy of your illustrated catalog, quoting your prices FOB
Shanghai if possible. Meanwhile, please indicate the time of delivery you usually
offer.

(6) Yours faithfully,

(7) Jameson & Sons Lid.
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S.F. LOVER
( Managing Director)
(8)Encl.
Bk RNAR S
— ARG ML AR BB T 43D 8 ANLLSLERSY

1. 453k (The letter-head)

REANLR atMEFHBH. BHETERBAT#E X B85 st
L, UEEERNSE, HREFEINFEEERE.ELAHLRE LHBMETUS Fo%
SHES,

2. B Hihl (The inside name and address)

WS AR AL, —BIEFENE LY EFELZTF. HHAMISERE
EHF

3. #RE(The salutation)

g AW A —FFRIF, (L BFES NHE T ,25%47. Dear Sir 5% Dear Sirs
RBEE,

4. B/ ( The subject line)

B B, PR RS, — A B R AR & IR E RS
B%,

5. JE3C(The body of the letter)

(A ER”

6. ZE%: R (The complimentary close)

HRGRB—FEE, BN 58 AFRIFAH— 3K, 40 Faithfully yours, 332 3 Ml
FHPHEANEER, MY TIUEN“E L, WA EE“ Yours faithfully,” 5% “ Truly
yours, ( Yours truly, ) ” 8% “Sincerely yours, ( Yours sincerely, ) ” 4,

7. %4 ('The writer’s signature )

BRANES. REFHEMBE, AHEXN T THES AL AL, TU?T%
a8

8. Mft{4 (The enclosure)

B A AR DA T AIEER Encl. 5 Enc. , R f5 #4518,

WAMEE ERZIp AMYE (The reference notation) . #53% ( The carbon copy ) FIfft

F (The postscript) 5 , Al R IB A FHEIEFIA , IR ERBHAET fo

New Words & Expressions

enquiry n. g, H& order n.v.iJHy,iTEE
offer n.v. R4, A complicate v. & 24k



4 MR EEFERE

to ask for FER ;E(H) in connection with 5---+-+ HR
to be liable to & T+~ i} outstanding a. RfTHY

to put aside JEE— profuse a. EAFHH
facsimile(fax) n.v.fEHE,R{EE demise n.3T-

on the Web FEHELWN E take pleasure in SRF (i)
E-commerce H TR indebtedness . n. i fi§

pompous a. JFEH) inconvenience v.n. (i) A {E
to beg to acknowledge receipt of RIANE] balance n. J{CfEH, RF
inst.  ( =this month) 74~ A illustrated catalog [iHHER HF
clear one’s account %51l if possible {145 A g

as a result BFLJ time of delivery AZH%HA

trace v. [REF,2rA) indicate v.35H,FH]
commitments n. ffAHT L& delivery n. Z8%%

Notes

1. -<-which is actually an exact copy of a document,a picture or a piece of writing
sent or received by an electronic system using telephone lines.

(5 b BRI B BESH—MERA, BT EREERNBETRA
ko

fax(facsimile M4FE) n BHEAER v. RIEE

sent or received by--- i A REAIE, A PAESE BRETE

2. At the moment ,the E-commerce involves offering, ordering ; enquiiring , payment and
complaint , etc.

EHAl, B F RIS LR E T & ST RIS,

3. but due to the unfortunate death of Mr. Noel ,our accountant,we were not able to
settle any of our outstanding balances.

HR, i TR STHERR SR, BROVTE W R RE

due to (H1F) A H 2K e HIE , AT L owing to/on account of/ because of/as
a result of/thanks to %, BEEME, EIIHEMHEE, K5 REELA, W
because , since , as, for( & 37 ) & B &1, X5 BT,

4. Please find enclosed our check for £ 620, and accept our apologies for any

inconvenience.

WE PR 7 2% 620 328y S R —3K, AW XTE?&ﬁEB@Kﬁ%?%m%Eﬁﬁﬁo
enclose J2“RHERET , 57" Z &, 7E5M B ILIE o sl sh A AR I A, 0

Enclosed is a set: of sample cuttings.

W A EBIH—E,
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Enclosed please find our pricelist.

W oA A H R — 4, WU
5. One of our customers is interested in your bicycles, particularly Model No. PA —18.

BRATR—ADF PRI BT B6GER , Fr2 PA - 18 B,

particularly ad. ¢35/ H1 ; JLH (= especially)

The last thing we want to do is to disappoint a customer, particularly an old customer
like you.

BANTBA BT E R B H, RN EBE .

Thank you for your letter of May 10, in which you gave us a nice market survey,
especially (or particularly) the price situation estimated from different sources of supply.

RIS H 10 HEE. EHXHAE T HRRNREST, LHERER T HEIH
DU R B BT AT MG T o X BRAT IR BB

6. Please send us a copy of your illustrated catalog, quoting your prices FOB Shanghai
if possible.

HHARN—BHEHEK H R, WA, HHRRRIIK FOB Hig#H,

FOB(=free on board) & Ef5 % 5 h#8 R 1, RA“ (KIBWH) M L2 5B/M” , Huf

WA B RN .
Key Words

economy n.

L85

They will have to practice strict economy if they are to survive the recession.
USRI ZEAR BE R T SR, R UG 1T 4o

2. BYY; BTG BV S TR

Our national economy is growing rapidly.

BRI ERET R RRE

We have a healthy and vigorous economy.

BT LT RAE 2 SRR IR

The WTO( World Trade Organization ) now represents about 142 economies.
HRARRAERET KXY 142 M2k,

planned economy ifH#IZ%%  collective economy - BEIKZFF
market economy THIFERET economies of scale ﬂﬁ Z3hS
national economy FHRZHF

trade vi. ZR;MEE

trade with &.--... BEE



6 HHEEHY

We trade with other countries on the basis of equality and mutual benefit.
BRATEFEEA MR B S EH#TRES .
trade in Z2E(FH)

They trade mainly in light industrial products.

I EREERT ™5,

n. ‘

1. 55 K3k

Our foreign trade is expanding day by day.

AKX RS H iR KRR

2. 380

How long did it take you to learn your trade?
WEXTTFZHT Z00HE?

The students can be trained for many trades.

Xt 0] LAEAT SR AT I

market n. o

1. iy

The market determines what goods are made.

WHRE L4,

2. s 4718

Your price is out of line with the market.

WM SN

The market is strengthening.

mHTE L.

3. B

There is no market here for such goods.

AR AR TEIX LA B8

4. be in the market for--- AHZERL...... »

They might be in the market for sophisticated equipments.
AT AT RE R SE AR R4S

5. come to(into) the market _|T7}i

We’'ll contact you as soon as the new érops come to the market.
— EAWR T, RIS R

V. B ‘

This product is being marketed in all European countries.
XA TR BT R E R

marketing n. E&y, B8 _‘
market ( be) firm with an upward tendency TI3ZIRHE, A | Bk
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market ( be ) weak with a downward tendency T34k, & T BAa
market( be)brisk TG ER market(be)dull ¥R
market ( be ) uncertain i3 5E

Preposition
SR RIGE P BRIGRNIAREZ — ARG, EREREE(HARS5ZH

L) Z AT BUEE , BT A AR ARAT B A . KB R RE N EAZHIL+HAr i,
HREEERRE, VRSN FHRETRE, 29 RARERBLHEZEEN

R

AT

“at” Al FRF A HLE CRIFE —A ) BT E GREE RS R LR
%,

at the window TEE T8 at the bus stop TEIRZEUh

at one o’clock FE— 4 at that time ZEHARAT

at our price PAFR AT H at a high speed LIE#E

at one’s risk p----e- 7 XS at a loss AHJFIE

at the cost( expense/sacrifice) of Dl-:-++ AR (i )

AT SR TR — K P BIRFERET 8], 40 at dawn %, at dusk 4%8%, at noon IE4F,
at night B I, at midnight ZEF7% ,

HE TR S B, A0 at first B 456, at last B J5, at most 22, at least /1, at
best Brif, at worst FHE

TSN SR o v By IR LA

We would like to receive your specific enquiry at an early date.

SR H W EUR T B

We shall not fail to revert to the question of agency at a later date.
1B E— ST BAEEE,

Our company is ready at any time to give you any assistance.

A AR AN 4 TR HEMTH B

Owing to the financial difficulties at present that corporation will not meet your draft

at maturity.
T H AT 7 80 55 W, ZEVRIC SR 2 I 3K
At its expiration, the termination or renewal of the agreement will be decided by both

parties through negotlatlon

AP BORWE S L BL mﬂﬁﬁ}ﬁm%ﬁ@ﬂtjiﬁo B
Our terms are by confirmed , irrevocable letter of credit,available by draft at sight.

AT R SRR 30,00 S VT S B . T B Bt f) ( S BP) 435 FIE



