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Lhapter

Layout and Principles of Business
Letter

Partl Introduction

L - g
Business letters are traditionally written in a formal and set style for commercial
purpose, usually used when one business organization writes to another, or for
correspondence between such organizations and their customers or clients and other
external parties. The overall style of such a letter depends on the relationship between
the parties concerned. Nowadays, business letter-writing tends to be less formal and
more friendly, yet it still follows a certain layout.
A business letter usually consists of 10 parts:
® [etter-head/sender’ s address: name, postal address, phone, fax number and
email address of the sender;
e Date: the formal date can be written as Oct. 25, 2012 in the American style (British
style: 25th Oct., 2012), while the informal one can be written as 25/102012;
® Reference number;
e Inside addressrecipient’s address: the name and complete address of the
correspondent or organization to which the letter is sent;
e Salutation: the popular ones are Dear Sir or Madam, Dear Sirs, or Ladies and
Gentlemen;
® Subject line/Attention line;
e Body of the letter;
e Complimentary close such as: yours faithfullyAjours truly, etc.;
e Signature and position;
e Enclosures.
Some parts, such as reference number, attention line and enclosures, might be
omitted for the sake of convenience.
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Partll Sample Letters

Sample 1
James & Sons Ltd.
67 Madison Square, Melbourne B.C. 3
Australia
31st Dec., 2011
Our ref.: 376
Your ref.:W.P.T.2
24 Jilong Rd.
China Machinery Imp. & Exp. Corp.
Guangzhou
P.R.C.
Gentlemen:
100 Cases Walnut Meat

Further to our letter of 15th Dec., in which we informed you that the above
consignment has been stopped by the Medical Officer of Health, we enclose a copy
of the relevant “Stop Notice” and a report issued by Messrs Oliver Clark & Co. Ltd.,
London, independent Surveyors and Assessors.

These documents will support the information given in our previous letter and,
in addition, we are forwarding, under separate cover, a jar containing sample of the
contaminated walnut meats sealed by the Wharfingers.

The goods are at present in process of being screened and fumigated and we shall
in due course be rendering a Debit Note for the cost.

Looking forward to your reply.

Yours truly,
Encl.

Sample 2

Ken’s Cheese House
34 Chatley Avenue Seattle, WA 98765

Oct. 23, 2011

Fred Flintstone
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Sales Manager
Cheese Specialists Inc.
456 Rubble Road
Rockuville, IL

Dear Mr. Flintstone:

With reference to our telephone conversation today, I am writing to confirm your order
for 120 cases of Cheddar Cheese Ref. No. 856. The order will be shipped within three
days via UPS and should arrive at your store in about 10 days.

Please contact us again if we can help in any way.

Yours sincerely,
Kenneth Beare
Director of Ken’s Cheese House

Sample 3

China Textiles Import & Export Corporation
35 Chongming Rd., Xiaojiao, Beijing

P.R.C.
20th Nov., 2010
Ref. No.: GB33
Lanka Textiles Co.
P. O. Box 665
Colombo
Sri Lanka
Dear Sirs,

In response to your letter of 15th, enquiring for bed-sheets, we wish to inform you that
the sample-cutting book, price list and catalogue required have been airmailed to you
separately. We are confident that these will provide you with all the details you require.
However, if you are in need of any other information not contained therein, please feel
free to let us know. We shall satisfy you to the best of our ability.

Your payment terms by L/C at sight are acceptable to us. In order to ensure the
punctual shipment of the goods to be ordered, please see that the covering L/C reaches
us at least 30 days before the stipulated timed of shipment.

We look forward to your orders soon.

Yours faithfully,




Quiz:
(1) There are three styles of layout above: the blocked form which means all the
typing lines start from the left-hand margin; the indented form which means the

traditional style; the third style is a kind of blending between the blocked and the

indented. Now please tell: letter is in blocked form; is in
indented form and is a blending form.

(2) A business letter is usually composed of (%),

(XS5 KkHE) , (HNA

PR HE ) (FRIE) (HFHih),

f5x),___ (&E#HuE), (&%) and

( ffHf4). Now can you find out these different parts in the above
letters? Do you think the inside name and address stands for the writer or the
receiver? Or both?

(3) Is there any mistake in the Complementary Close of the third letter? If yes, how
to correct it?

(4) Where’ s the position of the Subject Line? Above or below the Salutation?

(5) Do you write the word “No.” before the number of an address or not? For
instance, how do you translate the address #Al4#£995 into English?

Part il Business Email Writing

With the popularity of the Internet, more and more people use email to
communicate for its quickness and convenience. The following are some tips to help
you for writing business letters through email.

e A heading is not necessary in an email (your return address, their address, and

the date).

e Use a descriptive subject line.

e Avoid using an inappropriate or silly email address; register a professional
sounding address if you don’t have one.

e Use simple formatting, keep everything beginning with the left margin; avoid
special formatting and tabs.

® Keep your letter formal. Even if it is an email instead of a hard copy, there is no
excuse for informality (Don’ t forget to use spell check and proper grammar).

e Try to keep your letter less than 80 characters wide. Some email readers will
create line breaks on anything longer and ruin the formatting.

o If possible, avoid attachments unless the recipient has requested or is expecting
an attachment. If it is a text document, simply cut and paste the text below your
letter and strip out any special formatting.

e If the person’s name is unknown, address the person’s title, e.g. Dear Director
of Human Resources.
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Part IV Sample Emails

-

Sample 1

To: HK supplier

Subject: walkie Talkie

Dear Madam!/Sir,

We are a UK importer of many products and we are looking for promotional iterns for
Christrnas. Flease can you provide the following information on your praducts? “olume
would be in the region of 10,000 units

Please provide an image of the products, packaging, your best price dead time,
international standards met.

We look forward to your early reply.

Yours sincerely,
Mr. John Citizen

UK Buyer
oSSR RS S S SR S SIS SRR S L

Sample 2

To: "Anna Jones” <annajones@buzzle.com>
Cc: All Staff

From: "James Brown"

Subject: Welcome to our Hivel

Dear Anna,
Welcome to our Hive!

It is a pleasure to welcome you to the team of : . We are excited to have you
join our team, and we hope that you will enjoy working with our company.

On the last Saturday of each month we hold a special staff party to welcome any new
employees, Please be sure to come next week to meet all of our senior staff and any other
new staff members who have joined this month. You will receive an e-mail
regarding the same with further details,

If you have any questions during your training period, please do not hesitate to contact me.
You can reach me at my email address or on my office line at 000-0001.

Warm regards,
lames

Jackie Brown, Manager, Staff
jamesbrown@abcd.com
Tel: 000-0001
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PartV Envelope

Although people do not use envelopes to send letters as they used to, it is still essential
for us to know how to write an envelope in a correct way. Below is an example.

Larry Gibbs C.P.A. i
260 Poplar Street N e
Houstonm, TX 95422 T T

_John Bolton
3329 Friendswood Lane, Suite 21
Friendswood, TX #7546

Part VI Principles of Successful Communication
—_—_N =~

1. List the points to be communicated

You are expected to list all the points you are going to converse and arrange
them in a logical order. If you are replying to a letter, then underline those parts
which require reply or comments. In this way, you can not only ensure your writing is
complete but also avoid wordiness or repetition. Paragraphing carefully can make your
writing clearer and easier to read, while confining each point or topic to one paragraph
can help your readers to focus on your topics.

2. Keep the balance between clarity and conciseness

Clarity and conciseness should go hand in hand. You are not supposed to achieve
conciseness at the risk of clarity since it matters what you want to tell or to achieve
clarity at the cost of conciseness in view of the fact that time is precious. To achieve
such purpose, write briefly and completely so that the readers can better understand
what you are driving at.

3. Be courteous and considerate

Being courteous and considerate means treating the reader with respect, friendliness,
sincerity on the one hand and being tactful, thoughtful and appreciative on the other
hand. It requires you to employ good human relation skills, which are of great importance
in establishing business credit. So remember to reply letters promptly. Conflicts and
discrepancies are inevitable. They should be tackled with sincerity and tactics.

4. Put yourself in the reader’s shoes

Try to imagine you are the reader and how you would feel about what you write.
Try to be persuasive, apologetic, sympathetic, firm, complaining and so on. The right
tone will help to arouse the good will, warmth, cooperation and interest in your reader
to ensure the possibility of achieving your purpose.
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5. Check your letters

Be careful to create a good impression with each of your letter. Before sending it
out, check it for the accuracy of its contents, and test its general suitability against such
questions as the following:

e [s its appearance attractive or well laid out?

o [s there any spelling mistake or grammatical mistake?

e Does it cover all the essential points and is the information given correct?

o Is what | have written clear, concise and courteous?

e Does it sound natural and sincere?

e Does it adapt to the reader’ s point of view and will it be readily understood?

e [s its general tone right and is it likely to create the impression intended?

e s it the kind of letter I whould like to receive if I were in the reader’ s place?

Part VIl Reading Materials
N 2
The Globalization of Business

Globalization

For better or for worse, globalization has changed the way the world does business.
Though still in its early stages, it is all but unstoppable. The challenge that businesses
and individuals face is learning how to live with it, manage it, and take advantage of
the benefits it offers. The International Monetary Fund(IMF) defines globalization as the
growing economic interdependence of countries worldwide through increasing volume
and variety of cross-border transactions in goods and services and of international
capital flows, and also through the more rapid and widespread diffusion of technology.

Cross-Country, Cross-Border

The current era of globalization—the world saw a similar global business push on
the eve of World War I but technology and communication restraints were obvious
limitations on the scope of globalization—began shortly after the end of World War
II with the victorious Western powers supporting a worldwide “open” trade and
investment policy. The idea was slow to catch on.

The number of companies that now deal across borders has mushroomed, as has
the volume of international trade. The International Chamber of Commerce (ICC) cites
statistics that show the international trade in goods and services stands at more than
US$6 trillion. Global capital flows have exploded. Foreign Direct Investment(FDI), which
involves the control of businesses or property across national borders, is at an all-time
high in dollar volume.

The accumulated stock of foreign direct investment was more than US$3 trillion
in 1997, compared to just US$735 billion just ten years ago. Cross-border sales and
purchases of bonds” and equities® by American investors have risen from the equivalent
of 9 percent of gross domestic product (GDP) in 1980 to more than 170 percent in the
mid-1990s. Daily foreign exchange turnover is up from US$15 billion in 1973 to US$1.5
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trillion by 1995. The volume of cross-border currency transactions in London, Tokyo
and New York alone was US$1.5 trillion per day in 1997—more than twice what it was
just five years earlier.

Technology Rules

Technology is one reason for the globalization phenomenon. Computers, which
have eased telecommunication burdens, are cheaper now than they have ever been
and more powerful, too. In fact, the cost of computers has fallen on average 17
percent a year over the past twenty years even while processing power has increased
dramatically. One example of their impact on global communications: A one-minute
telephone call from New York to London was US$300 (in 1996 dollars) in 1930. Today
it costs all of one dollar. New technology will lead to even further global business
integration, as the Internet becomes more accepted as a business medium worldwide.

Technology has helped small and medium-sized companies take advantage of
the new markets that globalization presents. It is these companies, unencumbered by
large head offices and bureaucracies that can exploit global niche markets. Computers,
faxes and E-mails have replaced large parts of the traditional office structures. Smaller
companies can operate more efficiently on a much wider geographical basis with less
overhead than ever before. The only barrier is the imagination of the entrepreneur.

Market Open

Those who argue that globalization is a good thing say that companies dealing on
the world stage will eventually become much more efficient as they benefit from large
economies of scale. Productivity will be boosted and living standards everywhere
have the potential to rise as the world becomes richer and more prosperous because
of globalization. There is ample evidence to support the benefits argument. According
to the United Nations Development Program (UNDP), total global wealth is growing
faster than populations. The UNDP estimates that in the decade of the 1990s, 500 to
600 million inhabitants of the developing world have attained income levels above the
poverty line and over the next 30 years another two billion should do likewise. Also,
between 1965 and the early 1990s, the number of manufacturing and service industry
jobs in both the developing world and the industrial world has more than doubled to
1.3 billion. And things should get even better as China, with a population of 1.2 billion
or one in every five inhabitants on Earth, opens itself to the global market economy.
The fall of the Soviet bloc and economic liberalization in India has already brought an
additional 1.5 billion people to the global consumer marketplace.

Global Quality

The naysayers take the opposite view, claiming that globalization has, in effect,
triggered a “race to the bottom.” Countries with low wages are attracting jobs
from higher wage-paying nations, thus dragging everyone down to their level. The
alleged “exportation of jobs” has surfaced as an important political issue in most
industrialized countries. Nike, the US-based sneaker manufacturer, has been raked
over the coals for paying Vietnamese 84 cents an hour to make US$100 sneakers. In
France, the issue has been a hot button in several parliamentary elections in the 1990s
with unions claiming that upwards of 30 to 40 percent of France’s more than 3 million




Chapter O ne

unemployed were the victims of such “job exportation.” In reality the number is less
than 10 percent and most of those were in inefficient government-subsidized industries
that could not adapt to global competition.

Globalization creates more jobs than it actually destroys, but they are in different
sectors and in different geographic regions. It takes more skill, education and mobility
to be employable. The jobs lost in Europe and North America over the decades
have generally been those requiring relatively uneducated workers. Indeed, wage
differentials® between the skilled and unskilled will likely increase. Both sides can
point to ample examples to support their cases. But in the end, both are probably
exaggerating to some extent. What is irrefutable® is that the world economic pie is
indeed bigger because of globalization and it is being sliced differently than before.

Notes
(@ purchase of bonds ) 3% iE #
@ equity n. K-Z, £k
@ wage differential 7% £ 3|
@ irrefutable adj. £ T# R &4, BR4E 64

g‘?’ Questions

1. How does technology help push the globalization of business?
2. Do you think people in both developed countries and developing countries can benefit
from the globalization?
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Channels of Establishing
_Business Relations

Part! Introduction

—_

It goes without saying that no business relations, no business. Then how and where
can people find the prospective customers? A complete business deal usually involves
many parties, which include producer, exporter, banks, customs, shipping company,
freight, importer and consumer. The following channels can be helpful:

1. Advertisements in newspapers, televisions, magazines, or printed on the
products themselves;

. The introduction from friends, other business connections;
. Some business websites, like E-bay and Alibaba;

4. Exhibitions both at home and abroad;

5. Import and export fairs;

6. Customer’s self-introduction;

7. The Commercial Counselor’s Office.

As for the credit and integrity of the merchants, it’s secure to consult the banks
who can make a credit investigation for you. Here are some tips for writing letters of
establishing business relations:

e Write the sources of your information including the name and address, business

scbpe, etc.;

e Make a self-introduction including your scope of business, credit and integrity;

e Tell your intention and requests;

e Expect a cooperation and early reply.

)

W

Partll Sample Letters
—_h 2
Sample 1 Self-Introduction
Dear Sirs,
We are honored to seek an opportunity of doing business with your prestigious

organization. To further explore the possibility, I would like to give a brief description of
our field.
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Our company is Eternal Creations Limited located in the heart of Nigeria’s industrial,
commercial and business center Lagos with an estimated population of over 7,000,000.
We are an indigenous business firm with primary interest in consulting, marketing,
distribution, international sales and manufacturers representation, franchising,
publishing, travel and tours in the sub-Saharan Africa market.

The Board of Directors of our organization has resolved, as part of our diversification
objective, to seek out international business partners, eager to launch its brands and
products in Africa and particularly in Nigeria for maximum brand name and product
exposure in this new emerging local and regional market.

We are particularly interested in discussing the possibility of representing your
company domestically and regionally as Sales Representative, Independent Sales Rep.,
Distributor, Agent or Partner. We need not buttress the potentials of investments in the
African and Nigerian markets as such information will be easily assessable to you.

We are, however, impressed of our ability, credentials and marketing capabilities
to assist global companies in facilitating and promoting international business
development, through sales representation using our marketing and business expertise
through our local network of affiliates in Nigeria where we have particularly strong
experience and an extensive network of business associates and contacts.

We look forward to a mutually beneficial relationship, as we can help reap the benefits
of the global economy and achieve success in partnerships and business synergy.

Yours Truly,

Notes

1. Nigeria & B #] I

2. Lagos 3447 ( B B A &AL )

3. We are an indigenous business firm with primary interest in consulting, marketing,
distribution, international sales and manufacturers representation, franchising,
publishing, travel and tours in the sub-Saharan Africa market.

BAVR—FARNE], TRABAELN, THEH. 24, BR4EEFHNLETH
RE, HHEE, HR, R, BERBEIREETEHTEALR,

4. the Board of Directors & F4-

5. ...Jaunching its new brands and products in Africa and particularly in Nigeria for maximum
brand name and product exposure in this new emerging local and regional market.
AdEH, LHEARRBAIBEA B O Sl = 5, ARE L6 0 ok T de
K, &K em L,

6. We are particularly interested in discussing the possibility of representing your
company domestically and regionally as Sales Representative, Independent Sales Rep.,
Distributor, Agent or Partner.
FMEFALEOTRERATANERBA DA AFBR G4 ERE, BE
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HERE, 4B .. REASZSEHKHE

7. We need not buttress the potentials of investments in the African and Nigerian markets...
FANEE ZAEMN AR B A LT 550948 Fbsk--

8. ...using our marketing and business expertise through our local network of affiliates in
Nigeria...
W RAVER B A LH3eF K F, ARG TG Fo B L TR0

9. credentials n. #F#s, FTRFR

10. synergy n. XRAER, &1, hh

Sample 2 To a Potential Client Following up on Meeting
Dear Brian Johnson,

Thank you for taking the time to meet with me yesterday. I enjoyed our discussion and
took careful note of your requirements in selecting business partners.

[ believe very strongly that our company, a global leader in consumer electronics can
provide you with the level of service you expect and deserve, and that we can establish
a solid relationship with you. I welcome the opportunity to be of service to you in any
way whatsoever, and look forward to meeting with you again.

[ would be pleased to set up a lunch with my colleagues, as well as yourself and any
colleagues you would like to bring along.

Thank you again for your time and consideration.
Sincerely,

Notes
1. a global leader in consumer electronics — KA FKAR L6 KA & -F = bl

2. I would be pleased to set up a lunch with my colleagues, as well as yourself and any
colleagues you would like to bring along.

KX 5 RFRFTFEL, REEAEYGEFLm,
Sample 3 Approaching the Recommended Customers

Dear Sirs,

Your firm has been recommended to us by John Morris & Co., with whom we have
done business for many years.

We specialize in the exportation of Chinese Chemicals and Pharmaceuticals, which
have enjoyed great popularity in the world market. We enclose a copy of our catalogue




