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Unit 1

Introduction to Business English

Correspondence

I- Teaching Objectives

.=|| Knowledge Requirements.

1. To enhance students’ awareness of functions &. essential qualities of business Eng-
lish correspondence;

2. To enable students to become familiar with structural parts and styles of business
English correspondence.

Competence Requirements:

1. To skillfully write structural parts of business English correspondence with proper
styles;

2. To skillfully rewrite sentences according to essential qualities or golden guidelines

of business English correspondence through exercises.

Functions of Business English Correspondence

The importance of proper communication skills can never be overstressed as it is of
crucial importance in the conduct of business activities or in business personnel’s clear, ac-
curate and effective communication via the evolving information technology.

The written mode of communication consists of a vast variety of media, namely, let
ters, memos, working reports, instructions, notices, meeting agendas, minutes, etc. A-
mong them, letters are the most commonly used medium.

Generally speaking, the functions of business correspondence can be cited as follows:

® To inform—which refers to conveying the vast amount of information needed to day-
to-day operations of the business;

® To influence—which means that messages included in a business letter should also

influence the reader’s attitudes and functions.

4 HEN



ASEIERBEMAIR 1

® To entertain—which means that the ability to write communicative or informative
business letters can be as conducive to you socially as the ability to converse eloquently or
entertain successfully. To some extent, such letters can even help facilitate all business ac-
tivities, such as timesaving, troubleshooting, inconvenience-solving and smooth transac-
tions. They go to the hospital to cheer a sick business partner; they go to your business
partner to thank him or her for entertaining you the other day or to express your apprecia-
tion and hospitality of reciprocating their kindness when you are not in the position to do

so in person. They convey your best wishes, congratulations, condolences, etc.

Structural Parts and Styles of Business English

Correspondence

2.1 Structural Parts of Business English Correspondence

A business correspondence consists of seven standard parts, namely, the heading or
letterhead, reference number and date, the inside name and address, the salutation, the
body, the complimentary close, and the writer’s signature and official position. Whenever
necessary or appropriate, any of the following optional parts can be included: reference
number, attention line, subject line, enclosure(s), carbon copy notation(cc) and post-

script. See the following format;

1) &3k (letterhead)

2) %5, H# (reference number and date)

3) N4 FR A HHE (inside name and address)

4) % Jp A (attention line)

5) PRI (salutation)

6) ZH i (4575 (subject/sub. /subj. /subject line/caption line/Re:)

7) 1E X (body)
8) 4k B HE (complimentary close)
9) % 4 (signature and official position)

10) [}14: (enclosure/enc. /encl. /encls. )

11) #3% (ce toX X ) (ee: carbon copy notation)

12) [t 5 (postscript)

2.1.1 Letterhead ({5:3k)

The letterhead, usually printed in the up-center or at the right or left margin of a let-
ter writing paper, contains the all necessary information about the company’s name, ad-

dress, postcode, telephone number or telex number and fax number, E-mail address,

HEN S
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website and even a logo of the company.
Sample 1-1

Golden Trading Company Ltd.
12D Northern Avenue, New York, 10017 USA
Tel: (01)633-3626626 Telex: (01) 45667 Fax: (01)633-3626676

Sample 1-2

SHIYAN DIZHAN INDUSTRY & TRADE CO.,LTD
Add: The Fifth Floor,No.2 Hanjiang Road,Shiyan City 442000,
Hubei Province,P.R.China
Tel:+86-719-8665652

[oF 4 i Fax:186-719-8662787
E-mail:liangj1966@yahoo.com.cn
Website:www.dzautoparts.com

Sample 1-3

Golden Trading Company Ltd
12D Northern Avenue,

New York, 10017

U.S. A.

January 14, 2008

Mr. Lee Johnsons,
4 Victoria Street
London EW1IHOEP

Britain
Dear Mr. Johnsons,
Enclosed is our latest illustrated catalog of numerical machines which you have asked.

Sincerely yours,

(signature)

Sample 1-4

Golden Trading Company Ltd
12D Northern Avenue,

New York,10017

U.S. A,

January 14,2008

6 HEN
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Mr. Lee Johnsons,
4 Victoria Street
London EW1IHOEP

Britain
Dear Mr. Johnsons,
Enclosed is our latest illustrated catalog of numerical machines which you have asked.

Sincerely yours,

(signature)

2.1.2 Reference Number and Date (&% %S ,HH)

Reference numbers and dates enable replies to be linked with previous correspondence
and ensure prompt reception of the letter or facilitate the addressee to identify and locate
the corresponding files. The reference may include a file number, department code or the
initials of the signer of the letter, sometimes to be followed by the typist’s initials. Failure
to quote your counterpart’s reference number may cause inconvenience.

If the letterhead includes a place for reference, they will be typed in the space provid-
ed. Otherwise, they are typed immediately below the letterhead with®Your ref. :”to pre-

cede “Our ref. .”.
Sample 1-5

INTERCITY BANK Plec.

58 Jalan Thamrin, Jakarta,Indonesia
Telephone:375018 Telex:6756
Your ref. .

Our ref. :PL/fh/246

12 January 1987

Where the letterhead does not provide space for it, the reference number may form

part of the first paragraph of the reply letter:
Sample 1-6

Dear Sir/Madam,
Thank you for your letter, reference PL/fh/246, of 12 January 1987.

Or the reference may be typed as a heading:

NENE Y
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Sample 1-7

Dear Sir/Madam,
Your ref. ; PL/fh/246
Thank you for your letter of 12 January 1987,

The date line is usually placed two lines below the last line of the letterhead. The date
should always be typed in full and not abbreviated (e. g. November for Nov. ). And the -
th, -st, -nd, and -rd that follow the day can be omitted (e. g. 5 May for 5" May). Never
write 794 for the year of 1994, or ’08 for the year of 2008.

The following two are recommended:

September 15, 1994 (American practice)

15 September 1994 (British practice)

Sample 1-8

SKYVIEW ENTERPRISES
7111 Terrazzo Place Sarasota, Fl 33031 (813) 598-1026
January 20, 1995

NOTE: Avoid writing dates in figures only, for instance, 03/02/2009, since it could
be quite confusing because British form follows the order of day, month and year while the
American practice is to write in the order of month, day and year. So 03/02/2009 could be
taken as either March 2, 2009 or February 3, 2009.

2.1.3 Inside Name and Address(£f * & FRF0 i 1E)

The inside name and address of the addressee is typed at the left-hand margin about
2~4 lines below the date line.

The inside address of a letter to an individual consists of the addressee’s courtesy ti-
tle, name, business or executive title and address. Courtesy titles, such as Mr. , Mrs. ,
Miss, Messrs. and Mmes. , Esq. , are the most common ones frequently used in corre-
spondence.

“Esq. ” is sometimes used instead of “Mr. ” for certain class of people, such as judges

or magistrates, and should always follow the personal name.
Sample 1-9

William Carlos, Esq.

However, “Doctor”, “Professor”, “Colonel”or “Sir”, and other special titles are used
instead of “Mr.” or “Esp.” to precede the addressee while his or her official position or

qualifications, such as Ph. D. , President, etc. follows.
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