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Unit 1 Introduction to Business Correspondence

Learning Objectives

After studying this unit, you should:

» Know principles of business-letter writing( | {5 58 5 4E 7 I )
» Know the parts of a business letter( T it {5 p8 N A4 AL)

» Know the format of a business letter( | fi#{5 BRA% =)

%» Know how to address an envelope( T fff {5 & 195 &)
>

Know the general tips of e-mail writing( | fi# Hi F B B E BT )

1. Introduction to Business Letter Writing

A business letter is written for the purpose of requesting or conveying infor-
mation, making arrangements for business activities or dealing with matters con-
cerning business negotiations. What one writes should be free from grammatical
blemishes, and also be free from the slightest possibility of being misunderstood.
Clarity, coneciseness and courtesy are the essential qualities of business letters.
Moreover, complete contents, correct information and language, concrete ideas
and consideration for the customers’ needs are also important.

Although a less conventional and friendly style is preferred nowadays in busi-
ness letter writing, it is still better to follow a set standard determined by customs
as the business world has become accustomed to such established practices.

R 55 R R B AR H B R R B R(5 B EHE R 55 10 3 sl A B S i 5%
BERGA RM . R 5515 BR P R B B R R, R R T 1R A T R
ffto BTLA, VT fRT I8 A0AL T R R 55 5 R B AR IR BLAN, BN A SE
{5 B HIE 5 MRS DU A 1R B M LA R O B R R AR W .

BLACRE 95 1 oRi b 68 A5 B2 O ¥ 58 1 2 O RS A S B4R B8] B IR O R R
ANEB R T — LB AR B, B LAE 2 N 3% B8 — 28 24 5 4 R br o
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1.1 Parts of a Business Letter

A business letter consists of seven principal parts:

1. The letterhead ({5 3k )

The reference and date line( 2% %i 5 #1 H 117)
The inside name and address( &f Py #i it 77)

The salutation( FRif )

The body of the letter( 1F 3)

The complimentary close ( 45 B #(i#% )

The signature ( £ 45 )

Some letters may contain miscellaneous matters, which are optional parts as

~ @ B WM

shown below :
8. The attention line( Z2p A\)
9. The subject line( FHAT)
10. The reference notation, or the identifying initials( £ Jp A 5)
11. The enclosure ( fff{4)
12. The carbon copy notation ( #53% )
13. The postscript( fft 5 )
The following sample letter illustrates the position of each part mentioned a-

bove.

Example 1 Parts of a Business Letter

1. China National Cereals, Oils and Foodstuffs Imp & Exp Corp.
8 Jianguomen Nei Street
Beijing 100005, China
Tel: 86-10-6526-8888
Fax. 86-10-6527-6028
E-mail.: carl@ cofco. com. en
2. Our Ref.
Your Ref.
Date: 15th November, 20 x x
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3. Messrs H. Ronald & Co.
556 Eastcheap

London, E. C. 3, England
Attention; Import Dept.
Dear Sirs,

Aquatic Products

Lt o B~ oo

We thank you for your enquiry of 5 November.

In compliance with your request, we are sending you herewith a copy of our illustrated
catalogue and a quotation sheet for your reference.
All prices are subject to our confirmation for our aquatic products have been selling well

this season. Therefore, we would suggest that you advise us by a fax in case of interest.

We await your early favorable reply.
6. Yours truly,

China National Cereals, Oils and Foodstuffs Imp & Exp Corp.
7. Sig.

( Manager)
10. QS/AN

11. Enclosures

12. cc our Shanghai Branch Office
13. P.S. We require payment by L/C for a total value not exceeding USD50,000.

1.1.1 The Letterhead ( The Heading)

This part, often already in printing, expresses the personality of a company
that writes the letter, and contains the name of the company, its business type and
addresses ( postal address, telephone number, fax number, telex number and
e-mail address). Sometimes, even the logo, names of chief executives or icon of
the products are printed in the heading.

fEk#a—MECEHNERK LN, RNEHEAFANSH, - REFEL
B 44 B ol 45 28 YA Bk (R 27 bk | 5 S (1S W A% S A E R 1 3
ih) . AR, BHEA RN BB FRE AR EEE L@,

It is important to note that a postal address in English is written from the spe-

cific to the general,

TERE, B30 MR AT ik A 45 55 0P B A B4R 2] —
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Example 2 A UK address

2076 West Main Street
Devon, EX14 ORA
U. K.

Example 3 A USA address

The Betty Mills Company
60 East 3rd Avenue
Suite 230
San Mateo, CA 94401
U.S.A.

Example 4 A Chinese address in English

Sinochem Jiangsu Import and Export Corporation
Jiangsu International Business Mansion,
50 Zhonghua Road, Nanjing
210001, P.R. China

Sometimes the telephone number, fax number and e-mail address are put at
the left margin below the postal address. Usually the reference and date are put in
the same lines but at the right margin to build a neat appearance.

AR IS RS AE TERF bl R F Ak A F . B,
SE 4GS MBS RIE S FESME T IR it £ R 17, (BRI E %K
A X R KT AP T

Good quality stationery and a neat, well-balanced letterhead will enhance the
prestige of the writer's company.

BB EXEMLEBE A GENELE2RKREASELAAK
% 3
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1.1.2 The Reference and Date

Most letterheads provide for reference letters and numbers. When one firm
writes to another, each will give a reference to avoid confusion. References are
quoted to indicate what the letter refers to ( Your Ref. ) and the correspondence to
refer to when replying ( Our Ref. ).

The date line is usually typed between the letterhead and the inside name and
address. In British letter style, however, it is normal to put two-line spaces below
the inside address and above the salutation.

KEHERFHESHFHET, N Ko n 5545 Kb m e, W0
HERESE RS UBERE. EEN, S EX WS HEHS (Your Ref. )
LLEWE iR A E T4 A 7 B B 5 B E AR5 45 (Our Ref. ),

BT SR Sk ME ik Z 8] 828 385 ek AR B o, H 0 5
B A5 B Py hE FOBRTE 22 (8], (6] PR A AT

Example 5 Date line of American style

Interstate Products, Inc.
511 Interstate Court

Sarasota, FL 34240
U.S. A.
Date: April 4, 20—
Shandong Foreign Trade ( Holdings) Corporation Limited
51, Taiping Road
Qingdao, 266001
China
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Example 6 Date line of British style

OFFICE SYSTEMS PTY. LTD.

124 Oak Street Tel: (61-2)419 3209
Chatswood Fax: (61-2)419 4011
England E-mail: info@ os. com. uk

Aqueous Technologies
291 Caxton Street
Sante Fe

U. 8. A,

18 November, 20—

The date should be typed in full; either in British style—D/M/Y (i.e. the
order of day, month, then year) or in American style—M/D/Y (i.e. the order
of month, day, then year). Figures like 11/12/20- may easily cause confusion.
Either cardinal or ordinal numbers can be used. A comma must be put before the

year with American style.
prEHMEEE KX APEENFEA A &£, ZXHAWERNFE

A.B %, AERFAERSERB. HYBET IS 3EE07 80 IS 7808 .
RAHMHEH , EFHAITRENES .

Example 7 Dates

1. 2nd May, 20 x x

2. 2 May, 20 x x

3. 2 May 20 x x (Comma can be omitted )
4. September 21st, 20 x x

5. September 21,20 x x

1.1.3 The Inside Name and Address
This is the name and address of the person to whom the letter is written. It is

usually put at the left-hand margin, which helps to give the letter a tidy appear-
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ance.

P HiHE AT R S B BR AL , — RS A A I LA PRE 5T A HE T

Courtesy titles used for addressing correspondence are Mr. , Mrs. , Miss and
Messrs. . Messrs. , an abbreviation for the French word “Messieurs” , is used oc-
casionally for two or more men ( Messrs. Holmes & O. Hardy) but more common-
ly forms part of the name of a firm with a person’s name ( Messrs. Laurel & Co. ).

FROE U E BB FRE Mr., Mrs., Miss Fl Messrs. ., Messrs. J& 3 &
“Messieurs” M 4EE A HERM N U EM A BEEZHWEREUANZ G S
22 7] 45 FR AT

Like the address in the letter head, an inside name and address should also

be written from the specific to the general.

B A AL S (E Sk bk A5 B R WA R i

1.1.4 The Salutation

The salutation is a complimentary greeting with which the writer opens his or
her letter. Its particular form depends on the relationship between the writer and
his or her correspondent. To some extent, it settles the form of the complimentary
close. The two must always be in keeping.

PRIE RS 5 AAG BRI Sk 8 — AL P a9 FReF 5 K. BT Xk 7
THRF, —EBREL FRIERRE THRBOENE X, X & - R2EER
fF—2H,

Dear Sir is used to address a man and Dear Madam to a woman, whether
single or married. Dear Sir or Madam ( Dear Sir/Madam ) can be used to ad-
dress a person of whom you know neither the name nor the sex.

Dear Sir #3#¥ %+ ,Dear Madam iV C 0§ AR M 2+ W0 R A 5
i Ay ik 4 FiE 51, 0] UL Bl Dear Sir or Madam ( Dear Sir/Madam ) .

Dear Sirs, Dear Sirs or Mmes, while the most common ones in the British
letters and Gentlemen in the U. S., are used for addressing two or more, as
where a letter is addressed to a firm.

# A {5 s 1Y) Dear Sirs, Dear Sirs or Mmes % 3 {5 & (1) Gentlemen
HERATHELAPWAIUEMA, LNBES - KAA.



