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Unit 1

Business Letters

Objecives

<o> To learn structure and styles of business letters.

{} To learn basic rules of business letter writing.

<c> To practice writing business letters.




Exchange of information is basic to business. Without it business could not function proper-

ly. A letter is the most often used means of business communication, so letter writing is a very

important part of business.

Words and Expressions

exchange [1kstfeind3z] n. %

information [infomeifon] n. 1585

function [fapgkfen] vi. 4T

means [mimz] n. T, FB

1.

Structure of business letters

A business letter usually includes seven or eight parts:

a
b.

[¢]

=

"

your company address

the date

name and address of recipient

the salutation

(A salutation is a polite greeting. If possible, address a person by name. If you don’t
know the person’s name, you can open with ‘Dear Sir/Madam’.)

the body

the complimentary close

(Use ‘Yours sincerely ’ after ‘ Dear ( name)’ and * Yours faithfully ’ after ‘Dear Sir/
Madam’in your complimentary close. )

the signature and the position

enclosure

(When something is enclosed with a letter, attention should be called to it by writing

‘Enclosure’or‘Enc. ’)
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2. Styles of business letters
There are now two often used styles — the indented style and the blocked style. Indented

style is rather traditional. The blocked style is quite modern and has now come to be much
more widely used than any other, because it is efficient and professional.

3. Rules of business letters

a. Clarity
Make sure that things you wish to say have been clearly expressed. There should not be
any unclear expressions or misunderstandings in a letter.

b. Conciseness
Include any information that is to the point and leave out anything that is not to the point
in a letter. Say things briefly but without loss of clarity.

c. Courtesy
Show your friendliness and sincerity to your readers when writing a letter. Appropriate
tone is also important; try to be persuasive, confident and firm.

( Note : Sdmple letters will make this part clearer.)

Words and Expressions

recipient [risipront] n. WfEA

salutation [seljuiter/n] n. FKIFE (F8E G A ZE ANBKFRIE)
address [odres] vt. Ei¥Z#ut n. Hhk

body [‘bodi] n. fEHIIEC

complimentary [ komplimentari] close %55 #L 1A
sincerely [simmsioli] adv. E g

signature [‘signotfa] n. &4

enclosure [nklouze] n. P4

indented [mdentid] style 45473

blocked [blokt] style 3k

traditional [trodifonl] adj. 4Ry, WK
efficient [fifnt] adj. B REMH

professional [prafefonl] adj. HRAMLHY

clarity ['kleeriti] n. 7H#, &H

misunderstanding [ misandosteendip] n. RE, R#

conciseness n. faj B4

to the point F &, IEE

leave out &%, AHE

courtesy [‘kartasi] n. H#AS, #L%H
sincerity [smseriti] n. W®%, E#
tone [toun] n. ES, 1BMA

persuasive [poswersiv] adj. A ULIR 711
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firm [fam] adj. BREH

(1) The Indented Form

Business Correspondence Institute
Hui Zong An
Beijing, China

December 17, 2005

Mr. K. Huang
65 Nathan Road
Kowloon
Hongkdhg

Dear Mr. Huang,
Most people have a preference for letter style. Some insist that all letters be typed in in-
dented style.
In an idented letter, the salutation is usually followed with a colon (sometimes with a
comma) and the complimentary close with a comma.
The first line of each paragraph is indented four or five‘spaces. The date line is flush
with the right margin. The complementary close begins to the right of the page. All lines of
the signature are aligned with the complimentary close.
However, this style is seldom used in business now.
Yours sincerely,
(your signature)
(printed name)

Sales Manager
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Words and Expressions

preference [‘preforons] n. W3, HIEE#HE
colon [‘keulon] n. B 5

comma [‘koma] n. E5S

space [speiz] n. ZS[E], [B]F&

be flush with -+ Xt 5%

margin ['mad3m] n. WHKESH

align [slamn] vt. #HX}5F, FER—F7F

Proper Names

Correspondence [ korrspondns] School BR#22:#
Kowloon JL 7%

(2) The Blocked Style

Business Correspondence Institute

Hui Zong An |
Beijing, China i

June 7, 2005
Mr. K. Huang
65 Nathan Road
Kowlon

Hongkong
Dear Mr. Huang,

The blocked style is very modern. Almost every business company in Britain and in the Unit- |
ed States is now using it with some individual style preferences. Its main feature is that all

lines begin at the left-hand margin.

The open punctuation is used in this letter style; that is to say only essential punctuation |
marks are used outside the body of the letter. You will notice, for example, there are no

punctuation marks for the date, the salutation, the complimentary close, or at the ends of
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lines forming the inside address.

Yours sincerely
(your signature)
(printed name)

Secretary

Words and Expressions

individual [iindrvidjual] adj. FIH, SAR

open punctuation [ panktjverf n] RS
that is to say (fEfAIE) HHAEW, BT Z

mark [mak] vt. fEfRiE, fEiES n. #iE, 2%

(3) The Blocked Style

The Armstrong Incorporation
150 St. Louis Street

Los Angeles, CA 90015
U.S.A.

December 17, 2005
Shandong Branch
Qingdao

China

Dear Sir/Madam,

nib.

China National Light Industrial Products Imp.

May we offer you a new type of pen we have recently developed?

This pen is quite new for you can write with a different width of ink by simply adjusting its

& Exp. Corp




The price is $ 100 a dozen and the minimum order is 50 dozen. You will have a 10% dis

count for an order of 500 dozen or more. A sample is coming to you by air-mail.

We look forward to hearing from you at your earliest opportunity.

Yours faithfully
(your signature)
(printed name)

Sales Manager

Words and Expressions

offer [ofe:] vt. $24t

width [wid®] n. FEBE

nib [nib] n. WER

minimum ['mmmem] adj. &/PMH, BIEKHK n. B/DME, &ML
discount [‘diskavnt] n. 0

order [‘z:da] n. EH, I

Proper Names

Los Angeles [loiseendzoles] &L (B4, L FEEMMAREE)

CA fmFI 8 Je WM i 45 5

China National Light Industrial Products Imp. & Exp. Corp Shandong Branch
o % Tl s i s O AR ILAR 434 &)

(4) The Blocked Style

China National Light Industrial Products

Import & Export Corporation
82 Tung An Men Street
Beijing, China

March 20, 2005
The Pakistan Trading Company




15 Broad Street
Karachi, Pakistan

Dear Sir/Madam,

Thank you for your inquiry of January 6.

We are always delighted to have the opportunity to establish new international relationships.
I have enclosed, for your information, pamphlets and price lists for our export products.

I will contact you next week to discuss your needs and your specific requirements.

Yours faithfully,

(your signature)

(printed name)

Department Manager

Words and Expressions

inquiry [inkwareri] n. #[Al; ##%

pamphlet [‘peemflit] n. /NMEFF

price list #i#% %

requirement [rrkwaromont] n. 3R ; LELH

Proper Names

The Pakistan [ patkrsta:n] Trading Company 33748 5 5 45 &)
Karachi [korartf1] RHLAF (FELERTHE)

Note: Item V may help you complete the following exercises .
1. Translate the following into Chinese:

1) salutation



2) complimentary close

3) indented style

4) blocked style

5) clarity

6) conciseness

7) courtesy

8) confident

9) persuasive

10) communication

- Translate the following into English:

1) B

2) ES

3) Bzt

4) B#

5) M

6) A%, WKz H

7) FRAERE

8) Bk

9) IEX

10) #efs A

. Translate the following sentences into English:

1) REXEEIFRTT 4 A 25 BHHRE,

2) SRR ERIIA RS SR Y N,

3) BEEM ERATH O & B,

4) MENEXBBRIT = BN BARY, FHEERFTBIVELE,

. Translate the following sentences into Chinese:

1) We would like to develop a mutually beneficial business relationship with you.

2) We look forward to receiving your early reply.

3) Its main feature is that all line begins at the left-hand margin.

4) The date line is flush with the right-hand margin and the complimentary close begins
to the right of the center of the page.

. Complete the following in English:

1) We are pleased to
a. WCEIWRTT B A — B ERITW 300 35 B 17 £ /915,
b. WEMRT HEA—~BRERFTAXLE=GMBENLS,

2) We are pleased to inform you that
a. RATCMZF HRYT ERIE L= RMiEE.
b. HATEHR I FTiT R %z,

3) Enclosed please find




