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F o R ERT 5 A RNEHE  iE N B FEREEEAMATA R —( 4 EEWN
K F.-e---(Mr. Wang, the manager of the international trade company asks his assistant Li
Li to write a business letter to one of their important clients. . . )

Mr. Wang: Li Li, could you do me a
favor?

Li Li: Sure, what can I do for you?

Mr. Wang: Please write a business
letter to Mr. Morris, and tell him about
the details about the International Fair
next week.

Li Li: Okay, I'll do it immediately.

Mr. Wang: Excellent, the letter

should be clear and polite.
Li Li: No problem.
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Situation 1

Layout of Business Letter & Writing Style
Look at the business letter and know the layout of each part.

Notes »

1. Sender’s address (&1 AHHE) : It includes company’ s name and postal ad-
dress. In letterhead, these are usually printed together with the company logo and
contacts such as telephone number, email address, website, etc.

2. Date( H#) : It is written in the order of day /month /year, such as “15 Oc-
tober, 2006”, with no abbreviation.

3. Recipient’s name and address ({5 A2 AIHIAE) : The full name of the re-
cipient is required with a courtesy title before it, e.g. Mr, Mrs, Miss, etc. The in-

formation should be given in a way like this: 1) receiver’s name or his official title;
2) company’s name; 3) number of the house and name of the street; 4) district,

name of the town or city; 5) state or province, ZIP code; 6) name of the country.

4. Salutation(#R¥E) : The family name is needed only, with a courtesy title be-

fore it, e.g. Dear Mr Hatton. Sometimes, it depends on the writer’s relationship

L ' ()
3‘ EL Mar Trading Company ....................................... Sender’s address
| 16 Richmond Street, Sheffield
U.K.S20 1BJ
18 CRAAhET, SO, 5vvvioiennsarsnassnssnnsnss s knning smnss snonans oses shossisbdrbe Date
Office of the Attorney, AAA Company -+-+-- Recipient’s name and address
123 Main Street, Centerville, 11.6666 U.S.A.
Dear Sir’ ..................................................................... Salutation
....................................................................................... Body
YOurS falthfully, ............................................. Comp]imentary close
Nancy Hatton ........................... Tpeieioie Bieinieie s & eiare.eieie aie aieie s e ee e n nlnI W ATh Signature
NanCy Hatton ......................................................... Sender,s name
Sales MANAGET »+++ccvessreresssresnssstsrsstssnrsinaruonssyonssnssnansessnsnss Position
EnClZ /EnCS ......................... eemee e e vy e sE S s RS YIS EHCIOSure
ALy
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with the receiver. On formal occasions or when you are not well acquainted with the
recipient, please use: Dear Sirs, Dear Sir / Madam / Gentlemen. If you know the receiv-
er’s name, please write out his or her name as follows: Mr, Mrs, Miss, Ms.

5. Body(N%) : It is the central part of the letter, usually following a subject

line. The message is separated into paragraphs with one line space between them.

Before you write it, you must consider two points as follows: 1) What is the pur-

. pose to write this letter? 2) How to present the letter in the best way? i

6. Complimentary close(45FE) : The complementary close is merely a polite way

to bring the letter to an end. “Yours faithfully”is used in letters beginning with

“Dear Sir”, “Dear Sir/ Madam”, and “Your sincerely” is used to match “Dear

(name)”. It is usually given from the second line below the closing sentence of the

letter. ’

7. Signature(2:4%) : It is just the sender’s name written by himself /herself. "

| 8. Sender’s name(&{E Alk:42) . It is‘the sender’s name in print form. ‘ 
9. Position(BH4%) : It is the title of the sender with the company. This is not |

necessary when the letter is mailed from a home address.

10. Enclosure(N) : This is an indication of something that is enclosed in the

letter, such as a cheque, a catalogue, etc.

There are numerous ways to lay out business letters, but the simplest, quickest and
most widely used one is the fully blocked layout. This means that every line of the letter
begins at the left-hand margin, with a space of one line between parts of the letter.

S5 RIB T A gt BaSTAAAESF AR GURA D =M EER . HrbREa
EERNZZEFLABEHIENEE AN R EE . UREHERE UL . &7
L. GG KEEEIN,

Situation 2

Addressing Envelopes

According to the information in the business letter, address the envelopes.

Tnir 1 Busiwess Letrer-Writing




Situation 3

Good writing principles and rules _

Compare the following words and sentences, which do you think is a better writing
style?

D assist—help

® terminate—end

@ remittance—>payment

@ endeavor—try

® anticipate—>expect

(® commence—>start

@ purchase—buy

utilize—>use

© dispatch—send

1 Enclosed please find. . .—I am enclosing. .-

@ In accordance with the terms of your warranty. ..—Your warranty provides. . .

@ Reference is making herewith. ..—I am referring to. ..

@ We’ll contact you when it’s OK.—>We shall contact you when it is ready.

@ Looking forward to seeing you in the near future. I am looking forward to seeing
you soon. -

@ We have got your letter of 12 October.—=Thank you for your letter of 12 October.

@ Do you think you could possibly send me the correct size?—Would you please re-

place the dress with the correct size?

Notes

In writing business letters, we should always bear in mind the essential quali- |

; \ ties of them: the 5Cs: completeness, concreteness, clearness, conciseness, and |
courtesy. ‘
1. Completeness(5E%%) : A business letter is successful and functions well only
when it contains all the necessary information. When writing, all the matters are
discussed, and all the questions are answered.
2. Concreteness (E{&) : Business letters should avoid being too general. The |
following guidelines can help us write concretely: (DUse specific facts and figures;

@ Prefer active verbs to passive verbs or words in which action is hidden; @Choose

HERENRETE

vivid, image-building words.

3. Clearness (/& # ) : Inorder to make sure your letters is clear enough , we E

V700 Busivess Letter-Writing [0




should choose plain, simple, familiar, conversational, straight-forward words.

4. Conciseness({&7%) : Conciseness means to express in as few words as possi-

ble without sacrificing completeness, concreteness and courtesy. We can omit trite

expressions, avoid unnecessary expressions and organize the letter effectively.
5. Courtesy (£L$%) : We should be sincerely tactful, thoughtful and apprecia-

tive; take a personable, friendly and modest tone;and be prompt in reply.

- —

R

Some Rules of Good Writing:

(1) Study your reader’s interests;
(2) Adopt the right tone;

(3) Write naturally and sincerely;
(4) Avoid wordiness;

(5) Avoid commercial jargon;

(6) Write effectively;

(7) Avoid monotony;

(8) Plan your letter;

(9) Pay attention to the first and last impressions.

I . Answer the questions.
1. What are the main ten parts that a business letter usually involves?
2. Could you list some golden rules to write a good business letter?

II . Fill in the blanks with appropriate words or expressions.

1. The shipment will be made schedule.
2. Our prices remain unchanged the recent rise of
the market.
3. We’re sure that you’ll have no difficulty pushing the sales.
4.1 hope you’ll take consideration the conditions our market.
5. To be frank you, a discount 2% your prices
wouldn’t help very much.
Iq 6. our friendly relations, we’ll give you a 2% commission all
g‘ our sales. :
ﬁ 7. We have to keep our prices the rising cost of production.
% 8. Sometimes it makes things easier the seller to arrange the shipping
# | space.
i 9. Your price is higher some of the quotations we have received from other
sources.

6 Unir 1 Business Letter-Writing




10. To be frank with you, We’d hardly be willing to make you a firm offer
price.

Ill . Translation.

Dear Sirs,

Frankly, we are greatly surprised at the price you offer us. We had expected much
lower price. We don’t think we can succeed in persuading our clients to buy at such
high prices. In addition, the market prices are changing frequently. How can I be sure

that the market will not fall before the arrival of goods at our port?

Your immediate reply would be highly appreciated.

Yours truly,
KKK

IV . Write a reply letter to the above letter, ‘ which should include the following points.
1. This year prices are higher than last year’s.

2. Our quality of the products are high.

3. We can try delivering the goods in August.

HEEARETE
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