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Introduction

)Y

Some general points for consideration -

Definition of Business English : PEIN S 2 e 4%

“ Business English is the art of selling one’s idea

of doing business, both domestic and international
trade, by using contemporary English . ”
RSSO RN A 33, Hesti i s LA i N A B B
H)— a8 Stk o _

Making your letter attractive : %« wEY A E
Attractive appearance in a letter is a pleasant intro-
duction for your message. The quality of paper used,
the design of the letterhead, the color of ink, and the

arrangement of the letter on the paper all go

to help make a good first impression.
—ﬁiﬁ%%%%%%%%l#&ﬁ%ﬁ.E—#@Mﬁﬂﬁo
UT HETTHMEK, BENRE, ERMm0 DA K A5 5t e
PEE , R BUL—~BAFIE 1% .
Letter paper——Most business firms use 8lax 11
inch letter size paper.
The quality of the paper should be as
fine as the firm can afford.



Illustrated letters (f;3#lwl ()

]

MUECII TRACTOR WORKS

Letterhgad — —Modern business letterhead are
dignified and simple.  Any good
printer will design and print the
right kind of letterhead and enve-
lope that will be in keeping with

vour business requiremeénts.



Envelopes — - As a general rul>, envelopes should
match the letterhead in color, quality,

and weight.

Illustrated letterheads ({5 it))
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Typing the address ——The first line of the address
should be centered slightly Efelow the
center of the envelope jtself. The

address used in the letter ( inside
address ) is typed in the same style
on the envelope { blick or indented ).



Personal ( f4% ) -——If this word is to be used, it is
typed two spaces above the address or
in the lower left cornér, in full capi-
tals.

Attention and in care of ( c/o ) ( £ N hAe ) ——
This line may be typed at the lower
left of the envelope or in the main
part of the address below the name of

the company.

Illustrated envelopes ({3 HiEHE)

ReturnAddress

A B.C. Publishing Co.

52 Third Street (stamp)
Chicago 10, Illinois

To:

The Editor

The New York Star
New York, N.Y.

Book Rate

[ Return Address

Ronald Drug Company
\ 21 Swan Boulevard (stamp)
\ Detroit 12, Mich.
l
l
|

1510 AIIELII

To:

O’Brien Drugstore
AIR MAIL 4o 7 ipsle Elm street
Syracuse, New York

TN IO 1)

s

§ % ¢ 1.tm: Registered (#5%) » Air Mail or Par Avion (#
28) » Printed Matter (A& » Express ez %

GHF WA EHEGEHETA.
o5 \Fi% (G » AEEREET © By Courtesy of Mr—
or By favour of Miss
3mBERNKEE B BAEZY REREEEER ¢ Intro-

ducing Mr.—— or Recommending Mr.

°



The Parts of Business

Letters Rt ﬁ*ﬁ

Business letters follow a definite order that is con-
venient for the reader and typist. The arrangement follows

a standard pattern :

Fo T EBRITFOF MU , 08 X867 047 BUUEASEM , f

1 Letterhead : 588

2 Dateline : H#f

3. Inside address : {&AHHE

4 Salutation : BB S

5 Body of the letter : 5%

6. Complimentary closing : §E3E

7  Signature : &£E

HE  REARBEE, UAWESFMA G, 1

1 Attention line : 82 E A

2 Subject, Reference, File Number : ¥5 , 2#8 ,6 3
5% o '

3 Enclosures : Mt

4  Postscript : fff ik



The illustrated forms of the business and social letters:
Business letter (—)
(GEIEY

Letterhead (1)
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Buciness letter ()

(€CF 35129

Letterhead ‘1)

Inside address (.5) date (2)

Salutanon (5)

Body of Iet(er (6)

Special data i

Posis. iipis
PR & L bl 8+ B Pk




Leiterhead ( or heading ) :f{F¥ — I REE AR TR
e WY ITREL , AT -

(A) Name and address ( ﬁﬂfﬁlé’:%&h&h};)

(B). Cable Address ( T3y & AEESENS D

) ‘Trade Mark (1% pu8E)
E SRR, K R FIZ R

'1 WA BN o

2 e KANEE T o

3 RUERAOPHRE o

Dateline @ F1l——
The dare ( month, day,
without abbreviation of any kind as “ October

year ) should be written in one

straight line
1. 19797 , Never write a date as *1-10-1979 " for

January 17, 1979 "
FUZ 59, AN, e
A FHA L :
October 10, 1979 ( FMEIGEM )
10 October 1979 ( BUff EHIHeRs & )
@ HE SN
10th October, 1979
MIGE -
#@l A il 1 st, 2 nd, 3 rd, 4 th, 15 th, G o
RN 2.3, 4, 15 SHEEET o (O

RN

DL BRI I o
3 HGM HAGTER . e
o March 29, 1979
i Mar. 29, '79
4, :l“ﬂ %M 3,29/1979 2O IFE Lo



Iinside Address : fiAiiht —
In a business letter the inside address, containing
“ the title, the name, and the address ” of the recipient,
is usually placed at the left marzin above the body of the
letter.
- BRSSP BRI A WM o HIVBE— L fE I ik K
B, —FHlEk R BEE  BRAXEFZ RGO . HAKNAKXMT

Addressee Name and title ( ZEAZBEZRAS )

Company Name ( A TI4HE )

Street Address ( P.O.Box Number)( [T i1 42 R ol 55
Be5)

City, State ( Province ZIP Code ( 3+ /M( &) » i)
Country ( B®% )

Salutation : BBFE
The Salutation should be written flush with the first

line of the inside address. The only punctuation needed
after the salutation is the colon (:).

PARBEN « FRIE X HEHRRD AT

Sir.: Madami ; sorrerererrereenireiaia., ﬁs’iﬂf:ct
My dear Sir : My dear Madam: - ~ersnfle 2
Dear Sir: Dear Madam :

My dear Mr. Wang : My dear Miss Wa:)g:} ----- ~JEIE R
Dear Mr. Wang : Dear Miss Wang :

My dear Jones,
Dear Jones,

} """ ﬁ’?‘?&‘ﬁ@’n %%#j( b .) o

Beds of the Letter : %
The body of the letter is the main part of thc message,

the subject matter. It may consist of only one paragraph, or

9



of as many paragraphs as you need to convey your
message clearly and pleasantly.

RS R i B LS AR A RN x@ﬁ‘ﬁ??ﬂgﬁﬁiﬁ

Full Plock style (BER)

(Letterhead)
August 15, 1971

Mr. Roger G. Baldwin,
240 Dakota Street,
Bilivills, South Dakota.

Dear Sir:

Thank you for your letter of May 25. We are
sorry here has been a slight delay in filling your
order. As you may know, we are now workiﬁg on
a full 24-hour schedule, and we have found it
difficult to obtain sufficient raw materials. You
will be pleased, however, to know that we can
definitely ship your order by next Thursday at
the latest. -

We hope we have not inconvenienced you.

Very truly yours -

Athens Office Equipment
(Signature)

John . Bradley

Muanager.




Complimentary Closing : &@BaE

The. placement of the complimentary closing depends
somewhat on the length of the Signature. It should
‘begin to the right of the vertical center and not extend‘
beyond the right margin. It should be placed at least
two spaces below the last line of the letter.

Full Block style (EHK)

(Letterhead)

August 15, 1971

Mir. Roger G. Baldwin,
240 Dakota Street,
Billville, South Dakota.

. Dear Sir:

Thank you for your letter of May 25. We are
sorry here has been a slight delay in filling your
order As you may know, we are now working on
a full 24-hour schedule, and we have found it
difficult to obtain sufficient raw . .ierials. You
will be pl';ased, however, to knotv that we can
definitely ship your order by next Thursday at
the latest.

We ficpe we have not inconvenienced you.

Very truly yours

Athens Office Equipmm‘h
(Signature)

Jokn G. Bradle)

Manager.
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espect fully yours """Fﬂﬁ’:\lﬂlﬁf‘%ﬂﬁﬁ HRIE o
ruly yours =+ ARIERAEE o
incerely yours -+ AR —mrEEEE o

Cordially yours «=-* RRMAHF K o

S

ignature @ &%

The signature, the name of the person who wrote or

dictated the letter, should always be written by hand.

A rubber stamp makes a poor showing.

(A)
B
()
(D)
bt 2F -

SR, S TATIREEL , BURRRA AR

Company Name : NGB

S ignature : BEFEH , RERE

Typed Name : MITFHITHFRES

Typed Title : FITFEITHATISG , MIEEF o
Identifications AR ——ERE—1T N EJTABERR
THG EEREAOYE , BB, RITF, LERHEBE -
Enclosure “: it ——BEmEH 4 , RERPRAM , L
HEf NZREA 4 : Encl. 13 Encls. 4 %, IPECE L Ael &l
M A INEIER o
Postscript: M st—— HEE B B p.s., a8 “ W 2" E—H
=g ERRALEN, EREABE—FRZERZE , 7
AEREP.S. KMLMTE o A BERNEGRE , B2
T, '
P.S. Please airmail as soon as possible your latest

. price list.
FHEREEASTEREAER WESEEEHBERIER
(1
P.S. Don’t forget our date on Sunday March 29.



