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Module One

Written Communication
—An Overview

There are many modern communication methods available today, but the traditional
business letter remains an important means of sending printed messages. In this respect, it is
good business practice to ensure good quality stationery and printing of the letterheaded paper.
The business letter also conveys an impression of the company in many other ways.

Business correspondence refers to letters, telegrams, telexes and faxes exchanged in
both foreign trade and domestic trade. Business communication has its unique language style
and jargons. Business communication is full of business terminologies and abbreviations,
and there is a close connection between business communication and international trade.

The purpose of this course is to help you learn how to write good business letters, cables,
telexes and faxes by using up-to-date expressions in the simplest possible language.

1. Parts of a Business Letter

A. The Standard Parts

A standard business letter consists of seven parts: 1-1 letterhead, 1-2 inside address, 1-3
date, 1-4 salutation, 1-5 body of the letter, 1-6 complimentary close, and 1-7 signature.
Wb 5343 The standard parts
P iE 550 3 e — B R G AR DA sy, — B R E S T AR
T, EEANBERCh — B ARG RN, XL H A T g SO AT A B4k
)

The Letterhead 153

It includes the essential particulars about the writer—his name, postal address and
zip-code, telephone and facsimile numbers.
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BN O EEEE (= VAR ma 2 X P4 Pl 1 VA R R BT 15515

15 3k A SR A S A5 IR I 4T EB0E B PIR . SRRk, — K
AR ATE A AR, B SR R S AR 4R T8 AR s Tl AT b5 b (045 Sk —fefr
TARAMA B, LSS E AT —F

—AME SR HT PR A K TS N ERAL AR S 5 N bl CRLRR RS ) . BRI Ab,
WAL BTG S AT, AR DUME TS N E R TT. ARME
KGN EARI LS L IRSSRE S QURE. EMRERS . BEBEUEAENE, HE
NIl Nk SR N VA P /AN N o

kA =4

() AR N R T LR RS A A2 R ik, AT A8 345 ANAE SR AT —
ANOHAES, B REAERIRITATTE N B2 i

D AR SRMAE TS AN EME R Stk . BT 5 3k, [0 I 5 As 2 1 bk 9
WK AR RKGREE, RATME, HLHERHEESER: H THE I R RE .

(=) ARSI 5 A A o i b i B U A A4 A w5 Y L M R i S A
e ke MRBAIXLHNENSE L, BT 2w KB EARFEHHE 1
KRR, ATLMEN—F BRI B A R 1% 2w LUK RZ A 7 R A IS HRR
Pl BAT A

B R EE RS HuhE RS Y K

The Date B

The date should be placed two or four spaces below the letterhead to the right for
indented style or the left for the blocked style. The date should be written in full and not
abbreviated. The preferred order of the parts that make up the date is: the day of the month,
the month, the year.

H A 5 AR AL s AT, 515 Sk Z [RIAEE R O 2~3 17, HIMSIkLE
BWATRRB. AL 5.

The Inside Address £t ik

It consists of the correspondent’s name and address. It appears exactly the same way as
on the envelope. It should be placed two spaces below the date.

Pk G R E NS B R A M SR AR A B B
Flrvrs i, BERERCOH THE AR ihl, i AEF R e 2y —imle? #
PEXA LR HhE NS R AN BEE R AHE AR, EARZH 27 L, B LS
P EFAL: © KARIS AT LARME B LR ARR , Plskd 2, eSS A AR ffE
BNT 4 B ArfERE; FIRE, WS AFESRE IR Al DLAE S A k5 5 2 ik Aont—
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N WERATE, BUAUEFRHE T AR, JF TR R B4 B A R RS PR T,
LRI (38 . @ A T B ystht, RGBS, SARBE AR OLT; s7EqE Bt
HEgers QA ANE, S5 WATREXZIE N T, © AINEEFAAHEARA, AT
dat AL, AR AANE B 22 KR TT LLARIE I 355 2 B A5 7, UE T IR & @ Xt
WAE AL, A TR AL, RIEEERACE R T, S0 R, AN, X
FERSR, ATHE NI MR RAE R 550, Lhs LRABE. 545, BlERER
ERATRE A E Ak, BIFE(E S B BE Al b, SERDRE bk eish, XFEN
RE T G B Nl 7, it AHIHES B B S0 ARt T, BpaFant
NAE S . BE NI RE SR — B Al A 2w AR B AARUE A4
T REAWADRRA: O & FHRRAAE, AR 54 R W ek s . @ B EnE
TP NI, AB R B 1k AN N 2 m A 155 7 I 2 O 1T AN e S I Ak EKRA
WHREM AR LR, RN LI MER AR, HUCRER LTS8, W
B, MNG EAMEIRS, NG RMS—AT, T ARARZ L. B Rihkaoa T
fRARIZE E05,  H IR S P 2 =47 A TA]

The SalutationFM:

The salutation is the polite greetings with which a letter begins. The customary formal
greeting in a business letter is “Dear Sirs” or “Gentlemen”. It should be placed two spaces

below the inside address.

G AFTWASE NIOFRIE . R4 B AR Wbl R wier, JFSENhbrk, 5
MIFEER: O Aaxtad, AL AL ] LA Dear Sirs, Gentlemen: 33N “H
B#E7 B EFEAT. @ MREFEELTIEAE AR, ZHAFKEYE? g7
A5V, ATLUH Dear Sir, an8x 52 Zctt, 77 LAH Dear Madam, XX CAS AR IS ERE A o
QIR E A A BAR G, WL 24 W1: Dear Mr. Bush, Dear Miss Smith, %
HE R R REXAMA I R R R E R E I RA AR R o

The Body of the Letter{sBY1IE X

This part contains the actual message of the letter.

FHIIESCRER A SEANNE BB RIE, A RE X ks
(K1 FETF3 1 B Ui AR A0 52 o8 F ) =N R DR I L, 2 3RAT1 4 Ja BRI

The Complimentary Close EE& 4R #Li7

The complimentary close is mere a polite way of ending a letter. It should match the

form of the salutation. The most commonly sets of salutation and complimentary close are:
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= Formal:
Dear Sir, Yours faithfully,
Gentlemen: Yours truly,

HEARALA R —FEEWE, MY T ESRKN E R R BT
fERIESCZ T AAT T 07 BEARAL N R = A — B0 R 45 AL IR FIRR IR I UL,
J5UU)_E Yours faithfully, = Dear Sirs, Truly yours, = Gentlemen:; — Z-EEIX AN HH (1)
FrERA i, HAAHE-NRIENE -ANFRERE, MAEI —EEZHEYy; Z8EiE
M, B TRS EHR. TARGEAR. | H AN RAT 515 A8 A 2 B 45 R AL

J& “Yours respectfully, ",

The Signature &%

A letter should be signed by hand, and in ink. Because many hand-written signatures
are illegible, the name of the signer is usually typed below the signature and followed by
his job title or position.

Bed— AR EARALF W T i, [ERAMWNE =17, HENHRKETFREHR AN
YR, RIERIENTER A ERTIEW. T8, S TH0L, BR%EE, AnEDE
IR 5 B, IXFEORARAN IR A 2544 (11 THIIE ST EN VR N e A2 AT SS o 2R
AR BRSNS, MR EEIC A RATENR, W LEZA T “PP” 8] “for” KK
W REFRBOK S BEAF I o

B. The Optional Parts 7] it 3EER 5

The optional parts of a letter are 1-8 References, 1-9 Special Markings, 1-10 Subject Line,
1-11 Carbon Copy Notation 1-12 Enclosure. These parts may be chosen or not as the writer
wishes.

The References % ¥m=

In the past, the references may include a file number, departmental code or the initials of the
signer of the writer. They are marked “Our ref.” (&3(*5), “Your ref” (W3C*5) to avoid
confusion. They may be placed immediately below the letterhead. But today this is rarely the
case, because with modern word processors and printers, it is difficult to line up the printing
on such pre-printed stationary. Instead, the typist normally inserts the reference on a line its
own.

X—IREEANN TEF RS> 2RMgm S . I EX—It o5 ki — 0. H
DN EHIAE Sk _E 2L BN _E Our ref. No.f1 Your ref. No.[F+F, Our ref, No 2K 35, Your
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ref. No W5 HERIC S . S H g% 2wl #AA 3 SR, (B — 5, 677 K& 0
MR, FAHERE I LRSS H, Flln, {EXI 77 K4F T Our ref. Nol1234, W4
BATHE A5 I BT 1234 #54F Your ref. Nol1234. XL k. S RAMEAFIXFE
T, B IARACH H s RN T ERRLEAE ], X EeHE A B BN B 4k b, 2 —fFtE
NSNS . IS HE T EEAREEE N4 N E FBERHT 5 0 44 1 | - BE DL
PIEERSEIS RS TR

The Special Markings %57k#r&

It generally followed the inside address. If a letter is confidential it is usual to include
this as part of the inside address, one clear line space above it. This may be typed in upper

case or in initial capitals with underscore.

XL H R —ANEL R UE . oA X RS —/NR& 4 8K, 41 Export Manager
g S — AN T 4 FR U Export Department, FEA—@ 5t 'S _EHE— N AR,

—EMEI BRI AR X I, H R R A N A R RS . — AN AR FUR A
1 W3 special markings 5, & HBEGERZGEIINEEIMEIT, TR A D EL 1]
1o M4, EEPNTAFTAANEEII NGRS 12 ? R 2 —2
EENANIEAER AR T ANES, YRREE FIRSHARR, A EbmEAX—I]
NI E IS LA RFEE; ANSEANEGAX —REHEFIEE, fTiERE
5 ERITMARR. KK =, GNEENBRMIES I NS, (BRI H 22 83 A
BV N AEATR], MfEXHERR, AR, TE2EEAATSE NN A ST
ZFR, EAERMERIPANANTLE, AL [ FR A b FE . 20 Nk 42 & T3 P 3k i —38
gy, ARFT I ERE NPT . (B —FEOL T, @ N EARRAR, Wi
PR ) S — AT AN A\ AR & — A BAR S N 0 ik 42 B A s N2 51 IUE A
(PHRSS S HR, AL IINEL X TR AR T

The Subject Line #r8%, =

The subject line is a brief indication of the content of the letter. It is often inserted
between the salutation and the body of the letter to invite attention to the topic the letter.

i BSOS — MR PR . B IR TS S 2 R e B UM S N —F
A RHTE 12 H WA B T TR AR IR B o FENV 55 B BT I R A |, IXREAAT L 48 AN D I (]
JiAh, A TR IUE TS A IR

B3, AT DA EE G M IESC 2, SIESCHAT, FRIRN T o, PIAT
1T,
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The Carbon Copy Notation $53i%

When a copy of a letter is to be sent to a third party this may be indicated by typing
‘cc’(copy circulated or courtesy copy) or ‘Copy’ followed the signature at the left margin. If
there are two or more copy recipients, it is usual to show these in alphabetical order.

A, BN EAR—DAH], GG A HIXLE Y1 E N ZATE R A
&, BAERHPER MG BIHEREREERHNE, onl%Fsaa iR, SEASE
A ce B X EHMFEEIIRG TS A w MDA, HE N 0P H 5. Carbon Copy
Notation —f&4i 54 c.c.BX ccto HATH_XC  (xerox) A EN; W GE AR
FITE IAF PP HARFAL, o] DAZERT IR IN - BCC: (blind carbon copy).

The Enclosure Mi{E

Two line-spacing between the carbon copy notation the writer may indicate one or
more enclosures in the letter. There are many different methods of indicating that an
enclosure is being sent along with a letter:

Enclosure:

Enclosures

Enclosures 2

Encl.

Encls.2

Encl.: As Stated

Enc.2

WR—HERTERARBRIE S, ORI R, W, B3R, wRos
S, WUV A BRI, AR . ERER: X TREANNE, AT LASE A AT
FRENEHZ AR E— TR O, BEGAERE; MIGEANS, MRk
BAE—T RN, B — NI RS b, 2R, e IE.

BRI A B A TS AR 22 T e AR B B i © — AN B
R — e — TR R B, PITRASERE B, A LU il H sl
SR @ APRALL BRI 253 B s . B T4 54 Encl B 1] 5
Enc., XAETWIRE Encl. iy A2 HAREES S 5 A Bncls.2; 145N Enc., NFHE
455 FREE N EECARIAT R Enc.2. @) AR IR EEZE, AR . @ ik
ERIESC R BIBEE M AR 9K, IEALEMIX — Tt et W] As stated (U5 Tk o

2. Format of Business Letters

% URARAE I A K T HESIE (S 4R B
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G ORAR AT 2 =

(1) “F3kal (G53k3) blocked style= 5E4=°F-3k3{ full blocked style
(2) %i1720 indented style

(3) MK FkA modified blocked style with indented paragraphs

(1) 584212k full blocked style——f& T A I H — 1t 1) 2 B HLEE 5.

HHpml: B ATTHNED D AAGAITHE RS, B TERIESCN, FHRHRE
Iy AR TR A

It has two features, first, all typing lines include those letterhead, inside address, date line,
complimentary close, signature begin at left hand margin; second, open punctuation is adopted
outside the body of the letter.

T SE T I 58 4P S AR — MR A R T AT LR AT AL
FHULGHLITE, FIE EESR— XA LA &, —MEEL, B
LG EAPIMEI, — RS RE Sk, A% B 2 He
fiks n—MREEAGERLE BEREFAACKS, mHEZ SRS,
T R —ATENAC LA A AT b ST AIAGM SR, — Mo 5 BoK AL, (H
ATPURIEE ARS8 . (5 AR . Fr i =2 “BR TERIESh, FRIHAR
Fr AR U I I AR 1070 X AT PA ] SR, 28— i, AR B IE SO 242 E R e Al
FbR 5555 55— s i IR BGA bR SURD open punctuation 2 AH X 3 M1 closed
punctuation Tl 5 . XPIE A LD 3 P bR AT BRSO 5 OB A2
PR AT SRR, BlndEda ki e T S8 E 5, S5l e e 55 . B
bR A EE AT () PR R R I 3 ik b, B Bk ATHHIE S 45 R, MRS
—AT R RS .

TR RS D IR T, AR T 5 BRI, S HIAR 5

KH A LAXFTER, AT I ¥ATHE single space between lines, Bti#E A XUATHE
double space between paragraphs

e R B —, KR aRA A S, EHREICHRA, X5
PR, (HEWA LA R4, BIFrAIH #E DAL, ALEERRIR S
FIAL, A1 o B AAAT R BAT AT

(2) 4i175 indented style

P4t ARG IESCT S o HAE 5P kM F o gidr sNE Sk BUk T ah
I AE B4t 5 AN FREA A

doF A L HE AL E T BT 1 G — AT, #EERT— AT 4 B =R RRIIESS, B
— BTG — AT H AT T A%

(3) Rk modified blocked style with indented paragraphs

AR — I H (HE. GoRALI . 845 WAEUR R T AL, il
A R O A A LU M o IX R AR B, (ERT DUEAS SIS, B AR AR AT HC .
BAEAN D22 w) HER I A 2
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B KPSk S A P Sk A O AE T —— e KPSk 38— 28U H N2 8 17 4
A, ABETIREE Tk, Wt AVE AR LI A, AR — i H AR
AiAT BN Gk

PAE&F S, (VS — ORI IR 24 Bl R B i AR —Fh. AR
FEMNEERRIET — ORI A R 1250 ZKAHR, EEY 1214 HElES, BE
9 BRMAAT, A 47 BERAE L, 399 BERA SR PLA, 759 HRAEE .

EAGI A CE A 4 2 BARWE ? B T AUMSR SRS, A —AVNE T WERARTE
gobElRlER, N EAEZR AR SR DCAMEFTIERE 2240, 7T LA
RISRAGAE RIS . — Ok,  AhrR A A Sl 2 % =) 0w 2 A 5, PR R —
Mg X mlE, WTRABLRALMER, AR THMAAZ . ZFpkBEaE TPk
gy, X2 AHOFT 8 B TR U R LRI H o AN IR BT i A fs, Bk
A FAABACEEEA TR, KGO NAZAE B D) RS 42 T T i e o At 3R
WA, PUNIFAREEE —BHEAA TS H IS RRAT, I, B M S (5 e ik
KT I E

B TR SRS SN, ESFEMICEER U R O BEM6E, PR, %
W, B IFANERER, WASNE Ealsh, @ ERAA e R R, AUBATINEE R
OSSR, R LEAT; O FIESCR A E A R IR, ALE G
WER— T AN N MRS GO, DIAN AT RSB A AL R A A4 T2 28 — 00 b, X — Rl
FUHIRIL o

I5efa e, AR M a: O WP S5 IEM? R s aRH? @ W
ARG, HE? Bdl. SRR A EE? O e NBsEfE e, REM IEM B S A
EE? @ QR A SHsE N, BT AR R AE TR T © fF R 4
PRI T A B — U B 2 © B N BEANE B a2 Y& 7 RIS ) A A
JAREINE AT EN, MAREER T LU 5. 9%, A WRER K )8 AR B

3. Envelope Addressing

fFE P MR ER . EW . B BT EHEIUR

(1) WefE Ak 4 ok N S A5 3T =i mA A & B G RGEA T2 —
IO ED e SCFAT PR AT 20T e — MRS 5 K.

(2) RAG N B R b8 5 BRI AS B 0 20 A, AW ENE A S M. kA
HENZAMFEEE, B LR ES FRE AR A RHIE

(3) AEHIA LA RGeS A &,

() (FHEMA T MTEIEME, 1 “Mit” (Par Avion/By Air). “#£%5” (Registered)+
“HLE” (confidential) %%,

(5) AIHMFE EBUE A3 T H 2] C/O T4, X —BEREALE, C/O= care of/ in
care of “VhHERE AT RERELL " 1, FAVEG A S5, (EAHITE At i HL Atk 556 ] DA
WWREIT LA, BABEW? &5 L Mr. G Bush, KULZEEHAMN, NiHLAANTF



