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Unit One Introduction 1

Unit One

Introduction

# oW

Because of the popularity of fax-machines and e-mail, busi-
ness letter writing is experiencing a rebirth. The importance of
good communication skills is even more stressed. The obijectives
of communication are to obtain complete understanding between
the parties involved, and elicit the responses required. So the
business letter must be clear, concise, and courteous. There are
certain essential qualities of business writing, which can be called
Seven C’'s and Three S’s. The Seven C’s are Clearness, Cour-
tesy, Conciseness, Correctness, Concreteness, Completeness
and Consideration and the Three S’ s can be called Soon, Strategy
and Security .

Seven C’s:

1. Clearness: The writer must try to express himself clearly so
that the reader will understand. To achieve this he should keep in
mind the purpose of his letter and use appropriate words in correct
sentence structures to convey his meaning.

2. Courtesy: Courtesy is not mere politeness. It will mean a
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sincere “You” attitude. The courteous writer should be sincere,
tactful and thoughtful.

3. Conciseness: Conciseness means writing and saying some-
thing in the fewest possible words. A concise business letter
should express things briefly but completely without losing clarity or
courtesy.

4. Correctness: In business writing, correctness means appro-
priate and grammatically correct language, factual information and
accurate reliable figures.

5. Concreteness: Try t0 make the message specific, definite
and vivid.

6. Completeness: In business communications, the message
should include all the necessary details and information.

7. Consideration: Prepare every message with the reader in
mind and try to put oneself in his place. Plan the best way to pre-
sent the message for the reader to receive. Emphasize the “You”
attitude rather than the “1” or “We”.

Three S’s:

1. Soon: Giving a reply to the message received in time will
help promote business. -

2. Strategy: Strategy means opportunity and method of work
and it will help fulfill business negotiations and achieve good result.

3. Security: Paying careful attention to all matters you deal

with will make business smooth at any time.

3esides these the letter must be neat in appearance and at-
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tractive in format.

The following is the form and structure of formal business cor-
respondence:

1. Letterhead ({53k):Letterhead is usually printed beforehand
and contains all the necessary information about the sender’ s
name, address, postal code, telephone number, fax number, etc.
The printed letterhead is usually at the upper center or at the upper
left or right.

2. Date (H H#i): The date should be placed three to six
spaces below the letterhead to the right for indented style and to
the left for blocked style. It should be typed in full and not abbrevi-
ated, and in the order of “day, month and year” or “month, day
and year” .

3. Inside name and address ({§ R 3L ): The name and ad-
dress of the receiver is typed at the left hand margin two or more
lines below the date. It also contains the postal code, the street,
the city and the country. ‘

4. Salutation (¥RFE): A salutation is the polite greeting at the
beginning of a letter. It is typed at the left hand margin one line be-
low the inside name and address. The customary formal greeting in
a business letter is “ Dear Sir ( Madam)” or “ Dear Sirs
(Madams)”.

5. Body (IE3Z):The body is the most important part of the let-
ter. It usually begins one or two lines below the salutation. |t
should be carefully planned and paragraphed with the first para-

graph referring to any previous correspondence and the last para-



4 HmHFEBELE

graph to future actions or plans. The middie paragraph(s) sup-
ports the first paragraph and provides more information.

6. Complimentary Close ({5 E#{i&):The complimentary close
ends the letter’ s message in a polite way. It is in keeping with the
salutation and usually placed two lines below the last line of the
body, aligned with the left margin or the date line according to dif-
ferent format used in the letter. Carefully select the most appropri-
ate complimentary close to match the character of your communi-
cation and the salutatioh.

7. Signature (Z & ) : A letter should be signed by hand and in
ink. Because many hand-written signatures are illegible, the name
of the author is usually typed below the signature and followed by

his job title or position.

€ Format

There are certain formats, which are widely used in today’s
business correspondence. They are Blocked Style and Indented

Style.

1. Blocked Style.

The outstanding feature of Blocked Style is commencement of
all typing lines, including those for the date, the inside address,
salutation, and complimentary close, at the left-margin with no in-
dentation in the letter.
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Letterhead
Date
Inside address
Salutation
Body

Complimentary close

Signature

2. Indented Style
The beginning of each paragraph is indented four to six

spaces. Each line of the inside name and address begins at the left-
margin. The subject line is centered while the date, the compli-
mentary close and the signature are to the right of center.

Letterhead
Date

Inside address
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Salutation
Body

Complimentary close

Signature

3.E-mail Style

Nowadays, with the wide application of web and other elec-
tronic means, the ordinary letters are being substituted for the elec-
tronic correspondence (or electronic mail, E-mail), fax or any oth-
er modern advanced means.

Take E-mail for example, the Three S’ s and Seven C’s still
should be stuck by. But there are slight differences in format and
content.

We usually use the following form to send E-mail on the Inter-
net web:

To: l J

Subject : ‘ W

| Attach Files |




Unit One Introduction 7

Type in the letter

Fill in the E-mail address of the receiver in the column To:,
the main purpose of your letter in the column Subject:. Then type
your letter completely in the bottom white column. You can also
add the appendix (that should be the photos or the introductions
leaflet of your products) by using the button Attach Files.

@ Notes

1.cleamess n. & #
clear adj. ## )
The clearness of the atmosphere 7 B # #, Bl
The cleamess of vision L% # #
2.courtesy n. FL$%
courteous adj. AL &Y
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They didn’t even have the courtesy to apologize. #o 41 & £ 3% A if #&
ALY .

3. consideration n. J %)
considerate adj. J& #] &%,/ k%
He showed no consideration for his wife. &R %X W4 84 & F,

4 .conciseness n. B &
concise adj. &% #)
The attractiveness is the conciseness of the article. iX & L E 8 H 5] A
ETeeifE,
The conciseness makes the article attractive. X & X E# M Ak e L
FHE5 Ao

5.concreteness n. J4k
concrete adj. B4R &)
They make a concrete analysis of concrete problems. #4724 5] 4 2
2 o
They make concrete analysis of specific problems. #5417 %} 4¥ 2k 7] A8 8
A7 B AR5 S

6.correctness n. JE#
correct adj. JEH )
She has no doubt about the correctness of her own estimate. &%} £ &
& 3E B A% R R E

7 .completeness n. 7 %
complete adj. 7 E &)
The expert is astonished at the completeness of the antique. EAER
XA F 6 R,

8.strategy n. R
With carefu! strategy he managed to push the proposal through. #| f ¥
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W R R FZHRTHOFT L,
9.security n. &4

Two guards look after the security of the property. P A& % & 4 & M
Fu b,

10.blocked style F % X

11.indented style 4 47 X

@ Exercises

I . According to the following information write a business letter with
blocked style.

1

. William Robertson, the president of Wilson Company, leamed of

the Nippon International Trading Co. Ltd. in the “International

Trade News” .

.The address of Wilson Company:1377 Main Street, Dallas, Texas,

75226

.The Nippon International Trading Co. Lid. is the leading trading

company in Japan, handling a wide range of export items.

.The address of Nippon International Trading Co. Lid.: 3 Nihon-

bashi, Honchon 3 Chome

. Wilson Company is interested in importing a “laptop word proces-

sor’ of Nippon Intemational Trading Co. Ltd. and wants to put their
own brand name “ARROW” on the processor to ensure successful
sales in their market, as this brand is very popular among consumers

there.



