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Chapter One
Structure and Style of Business Letters

BEHENEHRSEN

an Knowledge Points/lliﬁﬁ]iﬁ}.’—i Bomsoemens s s sisrsmsonss ey
By learning this chapter you will be able to.
(1) Understand some knowledge about writing a business letter.
(2) Know how to arrange the composed parts of a business letter.

S S

(3) Know how to address an envelope and common styles of layout.

1.1 General Introduction /{4

Business letters are vital component parts in business activities. For its special business
objectives we exchange information in letter, which is usually treated as an evidence of business.
action. In this way writing a business letter is very important in the business world. If a
businessman is unable to write an effective business letter, it is very difficult for him to represent
himself positively, which may cause some problems in doing business. So writing good business
letters can carry out business routine efficiently. This chapter is intended to develop skills in

writing such good business letters.

1.2 Essentials of Business Letter-writing /iR E5E A

Letter-writing does not differ from any other form of creative writing. Good English is one of
the important bases of good business letters. What you write should be free from grammatical
blemishes, and also free from the slightest possibility of being misunderstood. In order to achieve
good communication, there are certain essential qualities of business letters, which can be

summed up in the following five “Cs” principles, i. e. cleamess, conciseness, correctness,

concreteness , courtesy.

1.2.1 Clearness/&E

Message must be expressed clearly so that the reader will understand. To get this, you should

1
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keep in mind the purpose of our correspondence. A point that is ambiguous will cause trouble to
both sides, and further exchange of letters for explanation will become inevitable, thus time will be
lost. So you must have a clear idea of what you wish to convey to the reader. When you are sure
about what to say, say it in plain, simple words. Good, straightforward, and simple English is
what is needed for business communication. To make your message clear, you must present it in
well-constructed sentences and paragraphs, and include necessary transitional words or

expressions to link them up.

1.2.2 Conciseness /Hji&

Clearness and conciseness often go hand-in-hand. It means saying everything that must be
said in the fewest possible words but completely without losing clearness of courteousness.

A concise letter is not necessarily a short one but must be brief. In short, you will gain in
clearness and conciseness by writing short sentences rather than long ones. It must be remembered
that keep your sentences short, avoid unnecessary repetition, and eliminate excessive details.

For best results, and also as a matter of conciseness, carefully paragraphing each point can

make a letter clearer, easier to read and more attractive to look at. This is a good rule.

1.2.3 Correctness/F#j

Correctness here refers to appropriate and grammatically correct language, factual idorﬁation
and accurate reliable figures, as well as the right forms and conventions. Errors of fact, such as
price quotations and delivery dates, are often oversights that are results of careless typing,
inadequate proofreading, or too hasty correction of erasures. No excuse can make such errors
acceptable in business letters. All facts should be checked and double checked. Errors can also
be made because reference books are not consulted when necessary. Special attention should also

be paid to names of goods, specifications, quantity, figures, units, etc.

1.2.4 Concreteness/EB{&

To make the message specific, definition and vividness are the key points of concreteness.
Whether you are writing an initial letter or a reply, you must make sure that your letter contains all
the informatjon your reader needs to act upon. Put yourself in the reader’s place. It is necessary to

check the message carefully before it is sent out. Avoid incomplete information.

1.2.5 Courtesy /&
Courtesy is not mere politeness. But you should be sincere and tactful, thoughtful and
appreciative. Treat your reader with respect and friendliness, answer letter punctually. Courtesy is

a positive value, the tone in your letter must convey positive goodwill, warmth and interest.

2



