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Basic Knowledge of Business Letters and Foreign Trade Procedures

SO0

Learning Objectives

Enable students to master the principles of business letter writing; to become acquainted with the

general layout of most business letters;
with proper styles;

1 A FRB 515 R G5 RT,
FHiBAT

1.1 BSEAMERSEES

An Overview of Business Letters and Writing Guidelines

Business communication is a process through which the
parties involved establish partnerships or relationships, ne-
Every company,

gotiate terms, and complete transactions.

big or small, communicates with many different firms and
companies everyday. Although new information technologies
are increasingly used, business letters are still the main
channel and medium of business communication. Even
though the way of transmission of the business letters is
changing, the essential act of sending a message from one
person to another remains the same. Therefore, it is nece-
ssary to be aware of the importance of business letter writing,

In business world, words are as important as figures.
win customers

By words we make sales, create good will,

and hold old ones. Words can let us obtain credit, get

bills paid, report on new ideas and products, and launch
sales campaigns. So success in writing is a key to success

in business.

to be familiar with the pm('edure% of foreign trade,
AW S Eag M,
ﬁT%%ﬁx%%ﬁﬁﬁﬁ\&&%%ﬁé$ku&ﬁ%$ﬁ,

to be able to write structural parts of business English letters

parties and documents involved.

B NESHBRBEEH

W95 AR AT K& LA
ﬂk%\MHﬁme\%mﬁ
iR, RN, AEE
WIEN, BERERE Y AR A dﬂ
ACHH . SR BLAE KA A5 B
A, AHE R 55 {5 R 53R JE 48 mm
LR G R A BP R 55 {5 eR
A i Ak T4k, HAY
ANZ 8] 4% i A B SE AR T 7 M 4R
AR, K, TR 55 (S R
I I SRR R AT B

fEr b A, CF S5 EFE -
PEE S, RATHSCF L8, %
PR, M A, 4i5F
EEP, CFRERAEE, 4
Nﬁﬁ Ji& 7 B i SEL AR
AT E I . Wk, BRI



2 BFEEH &b WiEH AR

Business letters can be roughly grouped into three cat-
to build

If you want to write suc-

egories in terms of their purpose: to get action;

goodwill; to furnish information.
cessful business letters, always keep in mind that you are
going to have a talk with your reader. The most effective
letters are messages from one real people to the other.
They should be easy to read and understand, and they
must be friendly and courteous.

There are some common requirements in the writing of
a business letter, especially for the body of the letter,

which are known as the “7Cs” . correctness, conciseness,

clarity, concreteness, compleleness, courtesy, and con-

sideration. These “7Cs"” principles are virtually reflected at

different levels of a business letter, which refers to the lan-

guage, content, attitude and form of the letter.

1.1.1 IEf#

Correctness

Correctness not only refers to the correct grammar rules,

language
and typing. To choose the right words that can most closely

contents and forms, but also reflects in the style,
convey the meaning of your thoughts is one of the ways to im-
prove the readability of your business writing. At the same
time, the right tone is also significant. Usually, mistakes
with tone can be avoided by using the following techniques:

(1) Place more emphasis on the reader than yourself;

(2) Avoid extreme cases of humility, flattery, and
modesty ;
(3) Avoid condescension

(4) Avoid lecturing.

1.1.2 @3

Conciseness

Conciseness is often considered to be the most impor-
tant writing principle and language feature. It enables to
save both parties’ time. Conciseness also means you should
clearly express what you would do in a short and pithy style
the fol-

of writing as possible as you can. To achieve this,

lowing guidelines must be observed

PRI AE S L) 1) K

WS EHP, 5wl
i%}m SRR, St B A AT

L HEN G AR, R (E
wwmwm S —E SRR, —
EEAE, IOEAE S EEE . i
ﬁ"ﬁ(l’l’qum fn}é\M E E]/‘JA
] 93— ELAL I NG . XS4 B
I 5 TR E A, A A miALE.

R 55 1 oRI 5 1 A — S A
SR, t% L Ry, &
RO C7CT JEW|. EAG. @G
ﬁm\ﬁw\%ﬁ\%%mWﬁ,
X UT7CT R Sz TR 551 RN
A2, UiFiEE. IE. &
JE LA B A sRIE K
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1T WEEIAMmR SRS

(1) Make a long story short and try to avoid wordiness; (1) Ki5mpi, AEPR,
(2) Avoid the out- of- date commercial jargons and (2) ATl o 5 s
try to use modern English; i HIAC i
(3) Avoid unnecessary repeat ; (3) et AT R A
(4) Build effective sentences and paragraphs. (4) i FIAT 0 ) 1 FEL
Compare the following sentences b F A,
Wordy 7T Concise f&ji&
We would like to know whether you would allow us to extend the Please reply by fax immediately if you will

time of shipment for twenty days and if you would be so kind as to  allow us to delay the shipment until April 21.

allow us to do so, kindly give us your reply by fax without delay. FEELE N ET AT HAERF 4
EMNBPEREFEAF R EKREZHN20 X, R LHF, A2 8,
WAL A RE T,
They attend the Guangzhou Trade Fair for the purpose of finding. They attend the Guangzhou Trade Fair to
a business partner. {15 n " A 2 W B 8RR # KA find a partner. {15 K2 FRE&HE
ko '
Out-of-date Commercial Jargons iZftHiES Modern English IR X 3 iE
due to the fact that ] -+ S as, because or since [K N
terminate 45 end 455
attached hereto ifi & iff Enclosed is/are [ifi pRi i}
acknowledge receipt of A F| Thank you for. . . I received. . . JE&§f------ A5~
Inst. A< H this month A< J]
up to this writing E 5 X 5 1 A so far £ H ik (1

1.1.3 B/ B
Clarity/ Clearness

A point that is ambiguous in a letter will cause trouble {5 PR 2 38 55 R 2 45 W7 Rt
to both sides. In this way, clarity is often considered to be Sk, R, 20K W W R R ok
one of the main writing principles and language features. BAEIEAG o8 S AE A 3 ) A
To achieve clearness and clarity, you should first have a SHZ —, EMAIX S, £
clear idea of what you wish to convey in the letter, such as VEfS R I I, S wivp gt g —
the purpose, the attitude, and the matter concerned. The ANEWT AR, SRR H .

following rules should be followed ; AEL Frve K n) 4%, B A
A
(1) Avoid to use the words which have different or (1) JRESAd A I SO 307
unclear meaning;
(2) Pay attention to the position of modifiers; (2) VERBMENLE ;
(3) Pay attention to the rationality in logic. (3) HEEIES RZ M,

Compare the following sentences : R 1) 4



4 BFEH % & REHE

Ambiguous #&E A

Clear &My

We sent you 5 samples yesterday of the goods which
you requested in your letter of May 25 by air. 4% 77
REGEFS A2S BRB\ER, W BATH S @ &

i Bk

which you requested in your letter of May 25.

We sent you, by air, 5 samples of the goods yesterday

R 4E IR

K5 A2 BREER, Ky T8 OAES @&

1.1.4 B{K

Concreteness

Business writing should be vivid, specific and defi-
nite rather than vague, general and abstract, especially
when the writer is requiring a response, solving problems,
making an offer or acceptance, etc. We need to use spe-
cific facts, figures and time to stress concreteness. Try to
heed the following tips:

(1) Complete with the 6W’s; Who? What? Why?
How? Where? When?

W5 faeRE A s, BRI
B, MR, —MeAdg, o
HE G A5 B SRR ml v |
P ] 0, A A B o S R A
T EARIGIE 5 B A ]
s R H LAY, JO4E T E

(1) EH{Enf 2% & 6W JFill,
RE e 22 Ritar R W
W7 a7

(2) Concreteness in action; using specific language (2) G s Bk, i /o
to make our information more concrele and convincing; PIMIE &, AR 4E B HAk, 40
RE SRS
(3) Using concrete words. (3) i i ELA R
Vague & # Concrete E{&

We have drawn on you as usual under your
L/C HE%-#&FLFRETERER
THILR. Bank.

We have drawn on you our sight draft No. 345 for the Invoice a-
mount, US $ 560.00, under your 1./C No.234 of the China
KA CHPERTAL 234 EEAE, MEFF

AT7345 5L E, £% 4 560.00 %£7T,,

We wish to confirm our fax dispatched yes-

We wish to confirm our fax dispatched on September 12,

terday. HEHBHAFEXREBHREHE, 2010. FHEHIA20104F9 A 12 Btk H,
1.1.5 5
Completeness

A business letter should include all necessary informa-
tion. It is essential to check the message carefully before it
is sent out. As you work hard for completeness, keep the
following guidelines in mind: Why do you write the letter?
What are the facts supporting the reasons? Have you an-

swered the questions asked?

SERE R A — B 55 15 eR
ZAE A LENER, FHiMA
WA A PR R Z R A —
LK — 1, ROCAE T A .
A AEGE? SRFIRS {5 K
wftar R e L m%E T
it g ] A7



