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Part O

Basic KnoWIedge of Modern
Business Letter

Study Aims

¢ To know the functions, the formats and parts of
business letters

¢ To know how to address the envelope

¢ To grasp the seven principles of business-letter
writing

¢ To be able to write business letters in the form of
E-mail




Unit 1

The Language of Modern Business Letter
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1. Functions of Business Letters

A business letter is a letter written in a formal language. Since China joined the WTO, business
activities and information exchanges across borders have been increasing rapidly. Business
correspondence is still a basic activity involved in trade, and remains a very important form of
communication even nowadays. The functions of business letters are as follows: k
® Insuring that your message is accurately received, particularly for technical or highly
detailed information. ' '
® Serving as a part of a company’s permanent record.
¢ Functioning as written contracts, fully recognized by courts.
® Acting as formal or informal public relations material. Your letter represents you & your
firm.

2. Seven Principles of Business-Letter Writing

A good business letter is brief, straightforward, and polite. If possible, it should be limited to one

page.
Here are two letters. One is about an enquiry and the other is the reply to it.

—@ Example 1

Dear Sir,

A Letter of Enquiry
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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. Please indicate the time of delivery you usually offer.

Yours faithfully,

—@ Example 2

Dear Sir,

Thank you for your letter of August 10, enquiring for our bicycles. As requested, we
enclosed a price list and a copy of our catalog for your consideration. All prices are quoted
FOB Shanghai, subject to our final confirmation. Generally, delivery can be made in two

-Reply

months from receipt of an order.

We look forward to hearing from you.
Faithfully yours,

Encl. As stated.

The following principles should be involved in formal business letters.

(1) completeness SEF&

A business letter should include all the necessary information. It is essential to check the
message carefully before it is sent out, for example:

¢ Thank you for your letter of 28 May.

® We take the pleasure of sending you our latest catalog.

® We wish to draw your attention to a special offer which we have made in it.

(2) concreteness EL{&

Make the message specific, definite and vivid. What the letter comes to should be specific,

definite rather than vague, abstract and general.

® Take, for example, some qualities or characters of goods that should be shown with exact

figures and avoid words like short, long or good.
¢ Give specific time (with date, month, year and even offer hour, minute if necessary).
® But avoid expressions such as yesterday, next month, immediately and etc.

(3) clarity H#

\
The writer must try to express his meaning clearly so that the reader will understand it well.
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The writer should do as follows:
¢ Apply the KISS formula—*Keep it Short and Simple.”
Choose short, familiar, conversational words.

Construct effective sentences and paragraphs.

Achieve appropriate read ability and listen ability.

¢ Avoid unfamiliar words, abbreviations, slang or terms.

(4) conciseness &I

A good business letter should be precise and to the point. Avoid wordy languages and
redundancy, or repetition, and eliminate excessive detail: |

® Shorten or omit wordy expressions.

® Include only relevant statements.

® Avoid unnecessary long sentences, relative pronouns, abstract subjects, and passive verbs.

(5) courtesy #AL5H

Avoid irritating, offensive, or belittling statements and answer letters promptly. Answer
letters in good time and write to explain why if you fail to do it promptly. Even if you don’t think
the recipient is right, you should still respond tactfully and politely.

(6) consideration iz

Consideration emphasizes You-attitude rather than We-attitude. Focus on the positive
approach. When writing a letter, keep the reader’s request, needs, desires, as well as his feelings
in mind.

® We allow 3 percent discount for cash payment.

® You earn 3 percent discount when you pay cash.

® We won’t be able to send you the brochure this week.

e We will send you the brochure next week.

(7) correctness 1FHf

Correctness not only refer to proper expression with correct grammar, punctuation and
spelling, but also appropriate tone. Do not understate nor overstate as understatement might lead
to less confidence and hold up the trade development while overstatement would throw you in an
awkward position.

® Use the right level of language.

® Include only accurate facts, words, and figures.

e Maintain acceptable writing mechanics.

® Choose nondiscriminatory expressions.

4
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Apply all other pertinent C qualities.

[ Words & Expressions] 4 imfi##%

9.

10.
11.
12.
13.
14.
15.
16.
17.

18.
19.

. correspondence [koris'pondens] n. tHAE, 15, 154

by correspondence FE{EHIIME
through correspondence FiE{EHFpiE
in correspondence with ~ Fl--+-- —8; 5o FHEEKR
teach by correspondence PE#%
organization [0:gonai'zeifon] n. AL, ¥y, Hk
customer [kastoma] n. JE#E
as follows adv. IF
permanent ['pa:manant] adj. KAR, HAK
written contract HE-S[F
court [ko:t] n. ¥BE, ERE, B, BE
straightforward [streit'fo:wad] adj. IEEM, HERH), FHELK, ZEN, ERTHM
adv. HZEH
principle ['prinsepl] ». BN, KN, FH
essential [i'senfal] n. A&, Lk, BE, EE
draw one’s attention v. F[fiE AKTE
special offer $FEERM, FFMLTE
vague [veig] adi. SRIR, RNEREM, ERE, BEKK
conversational [konva'seifenl] adj. 3EH, SFEM, Bk
term [to:m] n. S, BARR, BE, &K, K, RiE
redundancy [ri'dAndensi] n. JT&
precise [pri'sais] adj. }EHE, MK
n. ¥

discount ['diskaunt ] n. #rn
cash [kee[] n &

vt. L
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5 2E SHHL (World Trade Organization, WTO)

ERAHEARRET 19954 1A 18, $HRXEBARL, LATERLE—LAREE
Z R HAN G BFFER, INMMRARELTENEZLEETETSGREZ—, 19905 12 A,
EAREMELBEERANHFEERF RSN E, FEEXRZRLI WTO, 1994 % 4 A
EXZITWTO X, 19954 1 A 1 B WIO EXR L, REZWAH TSARRE, MER
WAHARN BN, BE2007F1A, 2HIS0MARE,

WTO Ff E4740 W B4 28 3 AR A RHNE LA HMUME R, HRRLEL
ARNDRZHARLTH 4%, Fih WIO 90 RS2 —# 358 Bk,

WTO s i R #F 3 REZH: XHFT HHE (GATT), $FMKR, Likikit
B #ARM (TRIZP), BEH HEWE (GATS) (HFETHRETAHEH )

WTO #94s: 42T 5 i w4k,

WTO #9AK B0 : FBAMRRN— 2AALEREEAELPERAEE, BREA
SR, LREESA N, FRERY—BRE R R B LA IRS T 5 04T H0RM,
AFRERHA, REEEATRILE, R R TREAR 59 E2RE, A4
JB ] ER G — RN —33F
MEZL P g AR — B

WTO 9 R SR AR AMMAF KRS, EVERFZHF— K, TRERFLFBHL,
AF WTO B F&iFe T4, BRFLRARWTSL., EXHTH (BETH ). 2t Em
3ANEFLAALE5LE, FEABRAERS, $RFLRTRRHREALENM, CUE
FEEINERAARFTREDRHFGEERE, sTEL4E, ¥, B, mEXGFHERE
WEFIRERE, HREBG 16 NBREF 45—k, SEARFEEHE 65—k, Lifkg
91 3R 1) K 6 AT AT $K

HARER R T HESH M, WTO 6987 § R AR LT 1947 &6 255 T 5§ S,
X EWE L, WIO B ERMWK 5. MER HARMIRERT S, AR EWERE
ATHRRIR S, AT HRMNZ WIO AR KENZ—, BhAAY “—HELR
&S & “HEAAE, |
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[Key words] X#iR

1. business['biznis]

(1) [C,UIH#TAE; Bk

He tries not to let (his) business interfere with his home life. M/REAILH  TAEYfSth
IR BEAETE

(2) (UL (JufsfErEul); #k; R

We don’t do (much) business with foreign companies. FATJERSHE2 ] BAE (£0) R
At

He’s in (ie works in) the oil business. f A

[attrib {ERETA]

a business trip B 21T

a business lunch Fi%5 &

business sense, ie knowledge of commercial procedures (RS

(3) BH; BAEH

Business is always brisk before Christmas. 17 B4 B B RARIGE

(4) [CIRLHILE; AF); B

have / own one’s own business A H & FIFI4T

She runs a thriving grocery business. H1Z8% & FHEBEMBREMETRE

(5) [UIBERIK LIS ; 3T 155

It is the business of the police to protect the community. (R SRR 2 R BRI

(6) [UIEELABEE; FriTieiEE

The.main business of this meeting is our wages claim. XYKSH EEWERRAET
Y5 T I EK o

Wifi: business, industry, commerce, trade, traffic M 2
S 42 TR B T LASRBE R o B R ROTE ST
(1) business | ZHER TR SRAMIEH
decided to go into the oil business PE W KA H 5
(2) industry $54) 5 BUR S A AR, SEARTERTERIAN
the computer industry FEARDY.
the arms industry ik
(3) commerce il trade & 57 I E R i 1 S A 43 BT
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involved in the domestic fur trade ¥ X E WK EER S THED)

foreign trade X4 5

(4) traffic ) ZERATFEALES, BAAEENERYEIREEZROHESTED
renovate the docks to attract shipping traffic 1&&ERLHS A LIRS 2k 55

2. contract

n. &, RBY (FABFANU L LHAZ BB —FEN, RIERAREBIHSH

EHE); SRR (B8R BEHE S ) &R (RENEAETZ
EEXBBEERE—P03); B4 (EREXBDENEE; 7T1§)

8

written contract FE &R

award a contract [FEWRT (S ); T (FEAN) &
sign a contract &1T &

bind oneself by contract A HALK

a breach of contract %G

break the contract it F; MEFRIBL

draw up a contract EHIEGF

negotiate a contract 4FEE Y

keep a contract E5F / BITRF

put out to contract HFE, HARE

I’m under contract to teach here for one year. IZHRBAREEX BH—FH,

vt. B GERARRAFENS; B EXFIESHFE ); BUEREE; #2838
e FER; EWCRERETEN, s EETE—R, S

contract an alliance with another country 5 3| 45 i 6] 5

contract a trade agreement  4F4% % 5 PN

‘contract a marriage 4R 45 IR A

contract friendship with 5+ 3ZAA%&

contract a bad habit %% &>

contract pneumonia %% - ffi#

contract huge debts by rash spending HEEETLE MM E HH
contract one’s muscles of the arm Y458 L

“I will”is contracted to “I’II”. “I will“45 5 BT’ 11",

vi. FHRZWAREEITHU B BCRSE TP E R T4/

—_.




