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Unit 1 Basic Knowledge of International Business Letter Writing

Unit 1

Basic Knowledge of International Business
Letter Writing

1. Introduction of International Business Letter Writing

The letter has always been one of the most important communications since the character
appeared. It undertakes the task of conveying information, exchanging minds, discussing de-
tails and so on. It is not an exaggeration to say that it is an important form to make society work
smoothly, efficiently and forward. In today’s highly developed and closely connected world,
communication is becoming increasingly frequent and more important, especially in business
community. The mode of communication consists of a variety of media. The written modes of
communication in business world have always been popular as they generally provide a more
permanent record of the messages transmitted. They include letter, memo, report, meeting a-
genda, minutes, etc. Among them, the letter is the most frequently used medium. It is the
principal means used by business firms to get their business done in international trade. So
good writing of letters paves the way to succeed in international business. It is necessary for
students of foreign trade, people who are doing or are going to do international business to learn
the basics and skills of good business letter writing.

Now, read the following business letter, and then answer the questions below.
(1) Business letter:

Allen Incorporation
1520 St. Louis Street
Los Angles, CA90015
U. S. A.

Your Ref: No. GBD/st/Perl
Our Ref: No. SY/]]




December 28, 2013

Sales Dept.
Midtec Cables Ltd
Cotton Road
Exetor EX4 9DT

England

ATTN : Export Division
Dear Sirs,

Re: Our Order No. 2886

We have received your fax of 15 May, concerning the above order for 5 Kraftborr drills.
We are pleased to hear you will ship the drills immediately. We would appreciate it, if you
could give us further details about the delivery. In particular, we would like to know the name
of the ship that you are using, the departure date from Sweden and the expected arrival date in
Spain.
We look forward to hearing from you.

Yours sincerely,

Allen Incorporation

( signature )

Fransis Stron

Sales Manager

Encl: Our Order No. 2886

=B

18
T

& BOE

C. C. : Ms Stenlund

P. S. : I'm going to be in London in ten days
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(2) Questions:
(D In what form or style is the letter arranged?
(2) What other widely used styles or forms of business letter do you know?
(3 How many parts or elements are there in this letter?
(@) Which are the essential parts and which are the additional ones?
(® How should you write the different parts?
© Do you understand all the different parts here in this letter?
(D Do you know what all those abbreviations stand for?

Do you know from whom and to whom is the letter written?

2. The Formats of Business Letters

Business letters are usually arranged in one of the letter styles illustrated below. They are
full — block format, semi — block format, indented format, and modified block format.
Many people dislike the indentations, so that the blocked styles have come to be much

more widely used than before.

2.1 Full - block format

This letter style is very modern and has now become firmly established as the recommen-

ded way of setting out letters. The most remarkable features of a business letter written in the
full —block are that every line starts block with the left hand margin. This includes the date,
the inside address, the salutation, the subject heading, the body of the letter, the complemen-
tary closing, the signature and the enclosures. The letterhead is usually printed either on the

left hand side or in the center of the upper edge of the writing paper.

(1)Format .

1. The Letterhead

2. Your Ref: No.
3. Our Ref: No.

4. The Date

5. The Inside Address




e
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6. ATTN: (attention line)

7. Salutation

8. Re: (subject line)

9. The body of the Letter

10. Complementary Close

11. Signature

12. Encl (enclosure)

13. C. C. .

14. P. S. .

(2)For example:

Allen Incorporation
1520 St. Louis Street
Los Angles, CA90015
U. S. A.

Your Ref: No. Your Fax of 15 May
Our Ref: No. SY/JJ
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December 28, 2013

Sales Dept
Midtec Cables ltd
Cotton Road
Exetor EX4 9DT
England

ATTN : Export Division
Dear Sirs,

Re:Our Order No. 2886

We have received your fax of 15 May, concerning the above order for 5 Kraftborr drills.

We were pleased to hear you will ship the drills immediately. We would appreciate it, however,
if you could give us further details about the delivery. In particular, we would like to know the
name of the ship that you are using, the departure date from Sweden and the expected arrival

date in Spain.

We look forward to hearing from you.

Yours sincerely,

Allen Incorporation

( signature )

Fransis Stron

Sales Manager

Encl: Our Order No. 2886

C. C. : Ms Stenlund

P. S. : I'm going to be in London in ten days
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Note : The letterhead is usually printed either on the left hand side or in the center of the
upper edge of the writing paper. When it is written, in compliance with the other parts
under the full — block format, it is usually on the left hand side.

2.2 Semi — block format

This is a more conservative format of layout. It has long been customary to set the letter
out in this format. Many people regard it as the most attractive one of all letter styles.

You will notice from the following illustration and specimen letter that most parts written in
semi — block form start flush with the left — hand margin. But there are exceptions: the date is
typed near the right — hand margin at the top of the letter; the first line of each paragraph is in-
dented; the complementary close and signature begin to the right of the center of the paper. All

the other elements are blocked against the left margin.

(1) Format.
1. The Letterhead
2. Your Ref: No.
3. Our Ref: No.
4. The Date

5. The Inside Address

6. ATTN. (attention line)

7. Salutation

8. Re: (subject line)

9. The body of the Letter
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10. Complementary Close

11. Signature

12. Encl (enclosure)

13. C. C. .

14. P. S.

(2)For example.

Allen Incorporation
1520 St. Louis Street
Los Angles, CA90015
U. S. A.

Your Ref:
Our Ref: No. SY/]J

December 28, 2013

Sales Dept
Midtec Cables lid
Cotton Road
Exetor EX4 9DT
England

ATTN : Export Division
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Dear Sirs,

Re:Our Order No. 2886

We have received your fax of 15 May, concerning the above order for 5 Kraftborr drills.
We are pleased to hear you will ship the drills immediately. We would appreciate it, how-
ever, if you could give us further details about the delivery. In particular, we would like to
know the name of the ship that you are using, the departure date from Sweden and the expected
arrival date in Spain.
We look forward to hearing from you.
Yours sincerely,
Allen Incorporation
( signature)
Fransis Stron
Sales Manager
Encl: Our Order No. 2886

C. C. : Ms Stenlund

P. S. . I'm going to be in London in ten days

2.3 The indented format

The main feature of this form is each line of the“inside name and address” should be in-

dented 2 ~3 spaces, and the first line of each paragraph should be indented 3 ~8 spaces.

(1) Format .

1. The Letterhead




