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Chapter 1 Business Letter Writing

Section One: Introduction &1iR 4148

I . Common Letters and Business Letters % il 13 & fo & 413 &

Friendly Letter Format Business Letter Format

0 £ =
Dute
Rame of Addressee
St s (amber anlSind) i e & [Inside Address

T I
—_— Dear : G (Greeting

As you can tell from the inside address just before the greeting a

Hamber &S tmat business letter 1s much more formal Thisis the type of letter you might write
. to a company to complain about a product, claim repair or
Dear Reaiprent, c:l replacement under warranty, or to request information The
By the arrangement of the parts of this letter, you probably already know lsniguage—gramumar and wocabulary—used for thisitype.of
th friendly letter. letter part: hared writing 1s very concise and formal The audience for sucha
atitis a mendly letter. Some m etier parts are shared 1 common letter needs to be able to read the letter quickly, and understand the message
between both business and Enmdly letters, but they are used for that the writer is sending, whether 1t1s a complaint, arequest for information,
different purposes. (Remember the T APF ) Fnendly letters are much less or some other communication
Tiral aiil busd fopoftical The tone of the letter can be as important as its precision, Be sure to
ormal, ang are not uses lor olticial purposes communicate your information in a manner appropriate to the situation For
The language of a fnendly letter s much more casual, and the audience example. register a complant; don’t whine
1s usually a friend, a fanuly member, or an acquaintance. ing
v ' 4 ] q = Sincerely,
8] D>Vour fend, .
= A, Writer
Qatre) >4 ) riter
Ty o poind your e bowe

X FIEHE AR R Z AL SR 16 5517 KA B A sk, LAEXS 7 A Rl (S S 2715 B
&R

II. The Layout of Business Letters % 413 & 6 &4 &

— R %5 R B R A AR IR LT JLER o
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1. 13k The heading

5k BIEBEPEGBANHIEAL M H S, BEFLT, AL IEHEE
fERMEER, UG ANES . bk, BiE, FES, YRIMEEESE G, HiE
XA EEEGRR T L, Bian.

Dalian Sunny Electronic Products Imp. and Exp. Co. Ltd.
108 Xi’an Road, Shahekou District, Dalian

Liaoning Province
China

2. HER Date

XEBFAE RN T EA AR, BN Sl L T 5 =Witht, b T #RiR
W%, REFAXFENSE: “10/10/2009 (20094E 10 A 10 H) ” . 2EMHLESHA S,
BORFAANMZL, [BREBE—BRMIRERE: FAREHES, F#HEAMEHTS.
filan .

October 10, 2009 ( American style )
10™ October, 2009 ( British style )

3. # Rt Inside address

B HLEE RS UE AR Fl, — BB TERERZA L7 IR AR, Mk rAE
RE L B AR, (HAHENS AR E2 —FFE . Bildn.

The general manger
Fuji The Textile Imp & Exp Co.Ltd.
188 Ginza-Chome, Tokyo, Japan

4. EH The subject heading
HHERATE UL, oA EES UENE LS, IEARNBEE2EREE T2
FRINE . FTL R EEERAIEE, Fln.

Re: Newly developed iPhone 6

5. #RFE Salutation

B {d A Dear Sirs. Dear Madam ., Dear Mr. x x . FRPESS ETHIAR A, — Rl FE
5o RIFRRE M FRERE,

6. FF3kiE The open sentences

FESKIEBA Gi— s, IR FEREERE XTSRS TR0 BB BB
BNEMULGEERGE, X —B TARAXEEEM—HEH . RS —YGEE, Wl
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FIFIIF KRR ER A RN A, R AMMESK, THELE—BSIEXIT, Bl—T,

7. IEXX Body

ESCREH ER —BEHLS , RR2ERIECERIFEREE ., RIS 7 maks:
THEEAER 5515 sRAY— 25 1T . B,

8. £ Ei& Closing sentence

45 RE— B Rk B SO R S0, SR X UE ANRER, A EER{E R RIT
] BT S, %9#&51’]‘1111*“%%5%!3’1%’%0 EXERE, HE—-BE4SR
WiE .

%Eﬁiiﬁ Complimentary close

HRMUE R RAG R —FEE, NIZ SHIHEFFRIFAEER, 40 “Sincerely” “Best
regards” B “Yours truly” Z5EMUEGESEIE FR—1T, ,\ﬁ%~/l\$ﬂj(5, JEEm
ERS

10. %% Signature

BRGEELRHGEN T E, £ EEHEANAT . WRREENGEN, BEAREE
% FACKAT, FOVIRME RN, MEBZEOHER A CEAS A, RE#ERTE,
SAPANER. BEAWTH, BHFS EREANRAL.
E. g Read the followmg letter:

HKoffit Trade Co.. Ltd. —= e s
15 Western Avenue, Shanghal China,
Taelephone: +86 021 288654937
Fax: +86 021 88654988
Emall: koMt &@a-Z. com.cn
St
26 January 2003
Mrs Orith YWilllams
wWilllams Trading Co., Lid
28 Hunter Avenue Denver, CO 80206
Lisa

Re. Delaved arrival of your new glasses S e e e g

Dear lrith,

Thank you for yvour letter of 24 January. S e e

On bahalr of Kot | would like to apologize Most sincarely Tor tha problams
vou have experienced in receiing your new glasses. This is most unlike the
speedy, professional service we pride ourselves on.

As a gesture of Koffit | would like to offer you & refund of $100 to recover
your traveling costs and INcorvanienca vwhich you have Incurrad. Our
cheque Is enclosed.

I understand from the Mmanuracturers that your glasses should be arriving In
our store during the next few davys | will gve vyou a call as soon as they are
wilh us to arrange an appoirnmant for you to come dowvwn ta collect tham

-
|

Mary apclogies again for the problems vou have sxperienced. e e A
Yours sincaraly, e — —— .

St e /’*Oé-’/'

SHIRLEY TAYLCOR s I —
Manager of Sales Department

i
5
¢
|
4

ang. corn

11. %%S Reference No.

ANELTAERS . s 2UtSHRN, EHEEERSEA NG RRRER,
(1) 555 (afile number ),
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(2) #I'MLS (departmental code ).
(3) HEAS (initials of the signer ): IR AFIFTEARIBFHE o
s MR T 45 ( Your Reference No. ) fIF 45 ( Our Reference No. ), 540 :
(1) Your Ref. No.: B-1549 Your Ref. No.: JIBD/'WM
(2) Our Ref. No. : A-3450 Our Ref. No.: WDW/LP

12. MiE Enclosure
WRAG A B, NAEZE T f1EH Encls. 8 Enc.. #ilU0.

Encls.: 2 Invoices
Enc.: 1 B/L

13. Z7Jp A\ Attention

HAE R TE B 52X BHE 2 AT A R, B ASRIC T . — BB ERA
HAD G RE A S — A RE ST, WA ZE I —RHTE0nE 5. Fla, —140
Willian L. Rich fJ A [i]—437.44 " Margaret Davis BI8645 4 —EH15, 1T LIS Rl

WLR/MD WLR: MD wlr/md

14. BlZ&#piX Carbon copy (C.C.)

WERBHEAGBGEIENEGEZ NHE, ABATE Enclosure T b AEMN c.c.i)F
FE, SRIGHT LR A 2R ce TTUAKE, Walli/NG, HFIRES. fln:

c.c.: Mr. Bruce Pat

C.C.: Public Relation Department

15. M4 ( FB/3 ) Postscripts

FEE, MRAEESAERMEER, TTLIEERN PS., REHEGBAZEEZER
NS (ANEAE—FEE, U Park Davis, R4 P.D.) . AEMN KRG —AH
P.S., A P.S. BiBAE(E AMFEAEEE . Flan, P.S. The samples will be mailed to you

tomorrow.

Il. Format of Business Letters & %15 & 9 48 &,

B H RS ARPRBEBEE 8 =Fh, S—FEa s, ks R
ANMEBEEEANELTT .

1. Block format L3

BH—ATAEMNEEDIREGY, 1TTE R —REEL,

2. Indented format 4517z

B NI AT B TR G —1T, ERELRT— TR RIS B = AR . [RIIEST,
F—B I IR — 1 TERLR A T4 o
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3. The semi-blocked format E& 3\

HIPIRIAR TR S A ([FRVIESGRR R, EE Rl . B 45 RH0E K&
R

Block format Indented format Semi-blocked format
Heading Heading Heading
Date Date Date
Inside Inside Inside
Address Address Address
Dear Sirs, Dear Sirs, Dear Sirs,
N
NN
Yours faithfully, Yours faithfully, Yours faithfully,
Signature Signature Signature

IV. Format on Envelope 15 #t 946 &,

LS, ik, BE, STAMPS ( fiE5%)
Mark King

No.21 Xinhua West , Nanning City
Guangxi, China

Tel: 0771 2xxxxx ([ff)@, JrHECE )

Wk Ak, ik, [EZE, .

James Bond

No.007 Spies Road,

England Street, 200601,

UK

Tel: 0044 2361xxx ([ft/@, HEEKER)




6 SMR EEE e (F 0]

Liu Yan-hua

Room 302, No. 48, Yan’an Road (M) stamp

Shanghai, 20040
P. R. China

Prof. John Hill
607 North Willington Avenue

West Palm Beach, Florida 33404
U.S. A

V. The 7C Principles on Business Letter Writing #F % & & & 5 & 7C & 0

1. Courtesy 7L%%

HE ZALERE, Kt EE o RAL R .

FLESL A 5 bR R (Y B AR . AU B T WY RN RERT VA8 XU 2 BT R | SEBRAE bR T
FIRF R B R BARKMHESNE ] ML B A B A RIAXT T2 T 5 X R AR R A SRR
ARG, REZSREE S SRR A AR . AFUIRIOTERE, EikiEa —
T B AR SRR Y 158 L1 o

EHE ZAHHERFES, b B B B IR ) AR, B3R5 1 X
ARFY A8 HHER I T RENREE , PR, BIEZEARSOGR R R ER Y
Bfat, WRIFAZERREORRINALS . Kk, RS BEPEESARRNESOk
& T BRI A EZ AL

Feof [ AR —FhALAR , 1h% P SR I R AFLIR N o WISRASREST BY [0 52 —FH59A (5
BHERSE, MRS ES X R R R R s Tl A

E.g.

We have received with many thanks your letter of 20 May, and 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.

You will be particularly interested in a special offer on page 5 of the latest catalog
enclosed, which you requested in your letter of 20 May.

2. Consideration f#ix
B BN A EEZEA M ATR, MARNA G A, B L EEEL
. BREBERE KT FEN, HAEERERFARFFA “You-attitude”, AR
“We-attitude” , Lt REE ZIEX IS Y ERERE, A TX 7 o A iR m, ihee
ZIEFIN WIS | BRI B H EER R . BiLRE X R R EA RIFRENS.,
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E.g:

$  You earn 2 percent discount when you pay cash. We will send you the brochure
next month. ( You-attitude )

%  We allow 2 percent discount for cash payment. We won’t be able to send you the
brochure this month. ( We-attitude )

%  We’d like to send our congratulations to you. ( We-attitude )

& Congratulation to you on your success. ( You-attitude )

%  We allow you a 2% discount for cash payment. ( We-attitude )

&d  You earn a 2% discount for cash payment. ( You-attitude )

3. Clarity &%

HEGRAUIE, PrA riR i n AR AR R M . MR E LR EE, B R
i R R E B AT, PR R Y IR Aok B T s R . EERE
LA LS

(1) G RR R

E.g,

[XAs to the steamers sailing from Hong Kong to San Francisco, we have bimonthly
direct services.

IAb bimonthly £ 1 3. AT LA twice a month E{# once two month, HUZ(EH AR
T, TURER:

We have two direct sailings every month from Hong Kong to San Francisco.

We have semimonthly direct sailing from Hong Kong to San Francisco.

We have a direct sailing from Hong Kong to San Francisco.

(2) WEFTRRINE

E.g.

We shall be able to supply 10 cases of the item only.

We shall be able to supply 10 cases only of the item.

A PR R o LR 3

(3) AIFHILEH

E.g.

We sent you 5 samples yesterday of the goods which you requested in your letter of May
20 by air.

We sent you, by air, 5 samples of the goods which you requested in your letter of May 20.

4. Conciseness &i5

RIS E R, FECH TALS A RTH T AR AT RED I SCFHIE R IA SRR
T AREFN AT 22 H ARRARSC, 1 75 R L P I RRIANIS TR AR 2, W] DAGESS AR TR SEINA 5 Fy
{1 — = — B 2 R RV R S A AR5



8 MR FEERE (F M)

(1) BEREEIER -
E.g.
%  We wish to acknowledge receipt of your letter ...
S We appreciate your letter ...
(2) BHREAVERNEL,
E.g.
%  Enclosed herewith please find two copies of ...
& We enclose two copies of ...
(3) &m), BiEmiEH.
Enclosed herewith—enclosed
at this time—now
due to the fact that—because
a draft in the amount of $1 000—a draft for $1 000

5. Concreteness EL{&
PRIFEL Y N 2 B LK LA, U R SR 5 2 B 8l X 2 5 9 B A 25 7 A S M) 14 R
HL o BELLAR BRI T B Xt R AR | BRBAL . R 5515 TP il L SRR B R R T ik
TEN—EDR(EN —EZ R N TR B, Fih RS 5% . PR RT A GBI L A8 X A
REDR AR, M. TFdH. fln.
%  We have received with thanks your check. The amount has been placed to your credit.
& We have received with thanks your check No. 23 for us US$20 000, in payment of
our machines. The amount has been placed to your credit.
%  The Universal Trading Company is one of our big buyers.
&S The Universal Trading Company placed over US$2 000 000 worth of business with us

each year.
6. Correctness 1E#f§

A 1 PR 1) I bR s A5 I LERR TR, R R 55 R L B PR K 20 R Ik 38 A R AL
TTEIRUR] . U ARRIE LT, WSR2 1 AN 2 (0 SRR

X B A IERER T RA5EE | Fra XPFE IEFSL, BRI HEAES | A SRR |
Y REE. B, EEXBEDFRIFEZH gentlemen MAZ gentleman, Tzl Z
K Dear Sirs, JGHRIES . AR S BELEAN, NAEHASMIERYE, &5
TS NAREEIE, BRI XN 5 Rl I Lk RE . BES 52 fF B4
et RIS, UHOR . BOFANRETRAE , REEIRE . s FRERNEEIER.
MRS ARG EIEFIERX. i, —EZRERuEH R

It is three foots long and four inches wide.

It’s three feet long and four inches wide.
Because our book is full, so we cannot entertain any more orders.

N & X [

We cannot entertain any more orders, because our book is full.



