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Module 1
Fundamentals of Business English
Letter-writing

%5 15 & B (Er & 6l &R

Learning Objectives/3* 3 B xR

To learn basic principles of effective business letter-writing.

To learn the formats and structure of business letters, envelopes and e-mails.
To know the designing of an elegant and standardized letter or e-mail.

To master the correct arrangement of various parts of a business letter.

o 0N =

To practise writing business letters, e-mail and envelopes.

1.1 Introduction to Business Letter Writing /B EXRE{EN A

All the transactions depend on the exchange of information. In modern international
business, information is of dominant significance, and its exchange can be made in various
methods either in speaking or in writing. As written forms can secure completely under-
standing between the parties involved, they stand as a permanent record of each transaction.
There are many types of written communication, including letters, memos, reports, tele-
grams, telexes, etc. Business letters are the principles means used by firms or companies to
keep in touch with their customers. They are sent to ask for or to convey information, to
make or accept an offer, to deal with matters concerning negotiation of business and so on.

Foreign trade personnel should not only understand but also be good at business letters.

1.2 Principles of Business Letter-writing /& {EXRB{ERN

Writing effective and productive business letters is an essential skill for any individual
working in a company. Different business letters about the same issue might bring about dif-
ferent results. Therefore, it is of vital importance to master the skill of business writing.
The first step is, needless to say, to know the basic principles of a good business letter.
There are seven Cs’ principles for a good business letter, i.e. courtesy, consideration,

completeness, clarity, conciseness, concreteness and correctness.



2 GRRKKIFERB

1.2.1 Courtesy/%L 5%

When writing to your correspondents, it is necessary for you not only to be polite, but
also to be sincere and tactful, thoughtful and appreciative. It is also a kind of courtesy for
the tradesmen to answer the letters and enquiries promptly. And delay in dealing with the

matters is discourteous.

1.2.2 Consideration/ & 2|

“T” or “we” . Your oriented writing is the

Consideration focuses on “you” instead of
key to successful business. Effective writers make the audience believe that the most signifi-
cant person in their correspondence, say, in their business relationship, is “you”, the
reader. Your attitude looks at things from the reader’s point of view, emphasizes readers’
benefit, and protects the reader’ self-esteem, so such attitude is very positive in written

communication, implying psychology to humanize our messages.
1.2.3 Completeness/ 5

A business letter is very successful and functions well only when it contains all the nec-
essary information to the readers. It is essential to check the message carefully before it has
been sent out. See to it that all the matters are discussed, and all questions are answered.
Incompleteness is impolite and it will lead to the recipient’s unfavorable impression toward

your firm.

1.2.4 Clarity/i& M

Keep constantly in mind what you want to say in your letter. It is welcomed to express
yourself clearly and directly in the easiest language. Plain, simple words are more easily un-
derstood. Properly paragraphing message is required for the purpose of clarity. For instance,
we use “semimonthly” instead of “ bimonthly” for “two times a month” because “bimonthly”

may mean both “two times a month” and “once every two month” .
1.2.5 Conciseness/ & g5

Try to make your message brief and straight to the point. Avoid using long words or
sentences. Use daily expressions to replace jargons. Express yourself in an orderly and logi-

cal way. A good business letter should be natural, human and easy to read.
1.2.6 Concreteness/ B {K

Make the message specific, definite and vivid. The inquiries of others about something
and your answers to the others’ letters must be made with reality and concreteness. You
need to use specific facts, figures and time to stress concreteness. Any ambiguous and vague

words must not be used.
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1.2.7 Correctness/ IF ff§

Correct grammar, punctuation and spelling are basic requirements for business writing.
In addition, correctness means choosing the correct level of language and using accurate in-

formation and data.

1.3 Structure of Business Letters /[BE SR &M

A business correspondence consists of seven standard parts, namely, the heading or le-
tterhead, date, the inside name and address, the salutation, the body, the complimentary
close, and the writer’s signature. Whenever necessary or appropriate, any of the following
optional parts can be included: reference number, attention line, subject, enclosure, car-

bon copy and postscript. See the following format:

(1) Letterhead

(2) Reference number
(3) Date

(4) Inside name and address
(5) Attention line

(6) Salutation

(7) Subject

(8) Body

(9) Complimentary close
(10) Signature

(11) Enclosure

(12) Carbon copy

(13) Postscript

1.3.1 Letterhead/{= 3k

The letterhead includes the sender’s name, address, postcode, telephone number, fax
number, e-mail address, website and even a logo of the company. It is usually printed in the
up-center or typed on the right side of the paper. It helps the recipient identify the company

from which the sender comes just at a glance.

Chine National Light Industrial Products Imp. & Exp. Corporation
82 Tian An Men Street
Beijing, 100001, China
Tel: 010-87568355 Fax: 010-87568356 E-mail: CNLIP@line.com
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1.3.2 Reference Number/ 82 £S5

In business correspondence, when one firm writes to another, each will give a refer-
ence. Many letterheads provide spaces for reference. The reference may include a file num-
ber, department code or initials of the signer followed by that of the typist of the letter.

They are marked “Our ref:” and “Your ref:” to avoid confusion.

Your ref: LGB/wm

Our ref: PL/fh/246

1.3.3 Date/B

The date should always be written in a standard form—in full (April 5, 2012). And
not abbreviated (April for Apr. ). Don’t write 12 instead of 2012 for the year. And avoid
typing dates in figures (04/05/2006), since it should easily be confusing, because in British
English the date would mean 4th May 2012, but in American English it would mean 5th
April 2012. The forms of dates are as follows:

5 April, 2012 or April 5, 2012

1.3.4 Inside Name and Address/{S A b i1t

The name and address of the receiver is placed at the left-hand margin about two to four
spaces below the date. It appears exactly the same way as on the envelope. Courtesy titles,
such as “Mr. 7, “Mrs.”, Miss, “Messrs.” and “Mmes. ”, “Esq.”, are the most common
ones frequently used in correspondence. “Esq. ” is sometimes used instead of “Mr. ” for a
certain class of people, such as judges or magistrates, and should always follow the person-
al name.

Generally, the inside name and address may have some or all parts of the following:
Ms. Joanna Kerry, Professor
Peking University
Haidian District
Beijing, 100871
China

In order to avoid ambiguity, when you write letters to other countries, always include
the name of the country, even if the city mentioned is the country’s capital. Here is an ex-
ample:

Mr. Galen Smith, sales manager
The Eagle Press Inc.

6565 South Avenue

Birmingham, Alabama, OJ3U7E
U.S. A.
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1.3.5 Attention Line/BE{&EZH A

Attention line directs the letter to a specific individual or department of the firm or or-

ganization addressed. It generally follows the inside address.

Attention: Mr. Cave
Attention of Purchasing Department
For the attention of Ms. Carry, after-sales manager

Attn: Promotion Department

1.3.6 Salutation/FRFE

Two lines below the inside name and address of a letter is the salutation. It is the com-
plimentary greeting with which a letter begins. Its form depends upon the writer’s relation-
ship with the receiver. The customary formal greeting in a business letter is “Dear Sir” or
“Dear Madam” used for addressing a person; and “Dear Sirs”, “Dear Mesdames” or “Gen-
tlemen” for addressing two or more people. If the writer well knows the receiver personally,
a warmer greeting. “Dear Mr. White ” is preferred. If the writer is not sure whether a man
or woman will read his letter, the customary greeting is “Dear Madam or Sir” .

Note: The Americans usually use “Gentlemen” (cannot be used in the singular) instead

of “Dear Sirs” (cannot use Sirs alone) . In American letter a colon is always placed after the

salutation, e. g.

Dear Mr. Smith,
1.3.7 Subject/E

The subject tells recipients at a glance what the letter is about (and indicates where to
file the letter for future reference) . It’is usually two lines below the salutation, forming
part of the body. Some companies omit the word “Subject:”, some replace it with “Re:” or
“

re:” (meaning “regarding”), and some underline the subject. The following forms are

commonly used:

SUBJECT: SALES CONTRACT NO. 3642 FOR 1000MT SEWING MACHINES
Subject: Our L/C No. 378
Re: Claims for short delivery of Order No. 789

A sales conference

1.3.8 Body/IEXX

This is the most important part of the letter. It expresses the writer’s ideas, opinions,

purposes and wishes, etc., so it should be carefully planned. The body of the letter gener-
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ally consists of three essential parts.
1.3.8.1 Opening paragraph

The opening part is actually the background of this letter. It indicated the referring let-
ter, contract or letter of credit etc. to which response will be made.
1.3.8.2 Middle paragraph

In the middle paragraph, the details of the transaction are discussed. The details refer
to the inquiries, problems, requirements, etc. which will be put forth by the letter. Some
relative details will be also illustrated in this part.
1.3.8.3 Closing paragraph

The closing paragraph is to end the letter in a way of summation, further request and
suggestion. A short clause must be made politely in this part. Attention must be paid to the
keeping of friendly relations between the letter writer and the letter recipient. Business de-
velopment should not be hindered by a discourteous letter close.

When writing, pay attention to the following:

(1) Write simply, clearly, courteously, grammatically, and to the point.

(2) Paragraph correctly, confining each paragraph to one topic.

(3) See that your typing is accurate and the display artistic. Aim at an attractive and
pleasing appearance for your letter. Margins especially are important, since they serve to

“frame” your letter.
1.3.9 Complimentary Close/ %5 B &5

The complimentary close is a polite way to bring a letter to a close. It appears two lines
below the last line of the body. Capitalize the first word and end with a comma.

The expression must match the salutation reflecting the relationship between the sender
and the receiver of the letter. The following salutations and their corresponding complimen-
tary closes are the most commonly frequented in modern business correspondence. Examples
of the formats of “Salutation”, “Corresponding” and “Complimentary Close” (see the fol-

lowing chart) :

Salutation Complimentary Close Comment
Dear sir,/ Dear
) ] ) If you don’t know the name of the
Sirs,/ Dear Yours faithfully, o
. person you’re writing to. Formally
Madam, / Faithfully yours, e 2 -
used as standard practice in Britain.
Mesdames, (Mmes) ,
Gentlemen: Yours truly, American always use this as the
Ladies: Truly yours, complimentary close.
Yours sincerely, If you know the name of the
Dear Mr. Harris, Sincerely yours, person you’re writing to or
Dear Frank Best wishes, (U. K. ) If the person is a close business
Best regards,/ Regards, (U. S.) contact or friend.

1.3.10 Signature/ % &

The signature is the signing of the message sender’s name. Type the name under the
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complimentary closing, leaving enough blank lines to sign your name. Never “sign” with a

seal or stamp.

Faithfully yours,
J# Stk

John Smith

Your letterhead indicates that you are representing your company. However, if your
letter is on plain paper and you want to emphasize that you are speaking legally for the com-
pany, you may type the company’s name in capital letters below the complimentary closing

and place the title of the message sender on the same line with or below the typed name.

Yours sincerely,

Durante Advertising Agency

Foter Hallock

Peter Halleck, Treasurer

1.3.11 Enclosure/ Mt {4

When there is something enclosed with the letter, type the “Enclosure” or an abbrevia-
tion of it like “enc. 7, “encls. ” or “encs” in the bottom of left-hand. You can use any of the

following styles:

Enclosure: Price List

Encl. As stated

Encls: 2 invoices

Enc. :1 quality certificate
1 B/L

1.3.12 Carbon Copy/#bi%

When copies of a letter are sent to named business associates or other interested parties,
the copy recipients are acknowledged with their full name after the typed “c. c. ” at the left-
hand margin, usually in alphabetical order by surname or in order of seniority as in the fol-

lowing examples.

c. c. Harbin Branch
CC: Mr. Copper
cc: Shanghai Branch Office
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1.3.13 Postscript/ i 5

If the writer wishes to add something he forgot to mention or emphasize, he may type
his after-thought two spaces below the carbon copy. The adding of a “P. S. ” should, how-

ever be avoided as far as possible, since it is usually a sign of poor planning.

P. S. The price list will be mailed to you under separate cover.

1.4 Format or Layout of Business Letters /B3 SR8

There are several letter styles used by people nowadays. But it’s better, we think, to
follow established practice that the business world has become accustomed to. A good plan
to make correct practice habitual is to adopt one form of layout and to stick to it. Two letter

styles are frequently used as follows:
1.4.1 The Block Style/ 3 L=,

With this format, all letter parts begin at the left margin of a letter. This style, simple
and easy to type, can save the typist’s time, so it has to be much widely used and preferred
now. (refer to specimen letter 1)

Below is a format of this practice.

THE NATIONAL TRADING CO., LTD
Room 1068, Building C, 108 Changjiang Road
Nanjing, Jiangsu Province, 600001
Tel: 025-12345678 Fax: 025-12345688 E-mail:
Our Ref. : JUN-005
Your Ref. : AC-020

March 8, 2011
Anderson Company
30 Clifford Street
London,

England,

Attn; Mr. Armold Simpson, Sales Department




