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o Basic Knowledge of Business
English Letters

In this part you have two tasks to finish. Firstly, you should learn the basic

knowledge of business English letters, that is, the structure and layout of it. And
secondly, you should know the general seven C’s principles of writing a good business

SRBEMMIR, BE

English letter.
EXBHPRERNMESERM: F—, REFI-LEFFEXE
RMERTNER; £, RN TREFEXFFEERNTC R,







e and Layout

Chapter One
. ness English Letters

{-  Basic Knowledge

Elements and Format of Business English Letters
Even there are some kinds of business letter-writing ways nowadays, most business persons
would like to use more standardized way to communicate in their business. So generally speaking,

the following elements should be involved in their formal business letters.

RS I B ST S 5 R B I, RS B A 2 3 SR G B b
WER T R A TR 25V . FFIL, —ioe, M IE A 45 oR L B A LA T B
Letterhead (f83k)
Reference (45)
Date (HHE)
Inside Address ({5 Huk)
Attention Line  (JEETi; LI ANZAFK)
Courtesy Title and Salutation  ( BFRFIFRAF)
Subject Line  (#p; FH)
Body of a Letter  ({5M1E3X)
Complimentary Close (EREZEIE)
Signature (%42)
Some elements are still mentioned in other books, such as IEC Block (initials, enclosures
and carbon copies) , Postscript, etc. It depends on your own purpose and option. But the above

ten elements should be presented in your business letters.

TS p RS RE I “HE 4. WE. %R (IEC Block) Kt (Postscript)
SR, X —PIBETFARE B ARESE, BRI AAERT 5 5 R R AR D
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1. Letterhead {53k

We also call it head of the letters. Usually it has been printed already. A letterhead always
contains the company’s name, address, telephone number, fax number, internet address, e-mail
address, etc. At present time, most of the big business companies use letterhead stationery for
their letter communication. They use trademarks or brief quotations effectively. Sometimes a logo
can be found in the letterhead, too. Therefore we would like to say that the letterhead is a very
important element in business letter, and it is usually placed on the topmost part of the paper.

(ELMFREER k. SEHL—RENFHN, EHFFEALALAR, ik, BiEs
. fEEE, B RhERE TS AR EIA MR SR P LPF B — K R mEL A
AIES AR NERRE S, HAMERRR RGN &iE, EEANNRELTES
HEAFMRR, Fit, RIOBUEAEFSEAHPERERNER, BHELMTERIE
Nt

2. Reference #%#HS

It would be very difficult to find out the letter you want among piles of them in our daily
routine work in a big company without definite filing. Therefore, it is necessary to classify all
letters according to the subject, company, or even time sequences. The useful functions of
reference are: first, it helps us to send them to the right person or department on time; second, it
can provide our replies good links with earlier correspondences; third, it ensures us to find the
needed one quickly. Up to now, there isn’t any fixed or standard form for reference lines. You
can use any kind of form or way that you think the most effective one.

IERAFY MEF A, BAE—NKRAR B & TAERML K E PR BRPTE &
BEHESCAERAMET . Bk, ALERERZSMNR . AFKATR, 2R EOE A 8
P S WERIERA 34 (1) EHBTRAVEECE K %P ES AT
Fr; (2) BHBFRITEERSRERHROEHRRRE; (3) EABTRIVZREIIR
fIFFEENER. BIER NI, RS 8A EE SRR, VAT AT IRIA A 25
AR T 807 Ko

There are three ways for making reference.

- S 77 XA 3
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(1) EEEHRLME R BIT T F4E.
Your ref. (FFHE)
Our ref. (RF®RS)

(2) VRSN E BT E4RS

Dear Sir,
Your Reference: A1002
(3) FEENE—BR K.

Dear Sir,
Thank you for your letter of October 2, Reference Number A1002.

3. Date B

Date line is a vital element in business letters. Generally speaking, the date has very special
relevance in any kind of business deals. 1t is the date that decides whether a contract is to come
into force, an order is filled, a bill is paid, or a guarantee claim is met, etc. So please remember
the date can be never omitted or wrongly written in business letters. The standard form of date in
a business letter should be written in the way like this: September 17, 2003. All other number
forms or abbreviations of months are not recommended. Another thing should be paid attention to
is that the date written in a Chinese letter is just not the same as in an English letter. In the former
one the date is placed at the end of the letter, but in the latter one the date should be placed just
before the inside address.

AR FERPEXERN S, —RUDE, MBI FLS P HIAEIEH Rk
MXFR. RAPREF-TSREGEY, TERBTEHIT, BERTEHHK, REPRE
SR, F%. Fril, HiCERFRERPEIERRREHE B, &5 5 R DidEE M3
BITHERASE “ September 17, 20037, 2#ARTFRAIMA BB LR HE 5 EHA
#1B. H—RMZEEHNRIGEMREFERNHHNEEREBRAARAN, ARETHBEE
EREE AL, W7E/G & B AL/ Pt ARG .

4. Inside Address (=i

The inside address usually refers to the information about the receiver’s. It includes all of the
following information; the receiver’s name and his title, or the company’s name, street address,
city, state or province, ZIP code and the country. Even all of these have appeared on the
envelope already, we still need to write it again inside the letter for filing. The information is
usually placed on the top of the left below the date.
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HEHILE R EE XREANGERE. EEBERGEANES . AL ARSI 2K
ME bt PARISRAT . Mk, BREmEAMERMZIR. REFENBItEXERECER
HEmB, EAETAERIMNTEEENES R, FHtE—REL EAKTH
B

(EleE R R akes

(1) W fE AR k2 FFReT (HAGL)

(2) FEIAFF

(3) Bilvsuit

(4) I'HES5H

(5) #4

(6) 4B

(7) B2 2 A K R mts

(8) H4

Bl

Dr. Francis X. Jordan, President
Bachman Inc.

Baker Hall 152

Pittsburgh, PA 15213

U.S.A.

5. Attention Line =

Usually, when the receiver’s name was not mentioned in the inside address, you should use
the attention line to mention the individual’s names to show the letter is really addressed to. The
word “attention” can be typed in capital way or underlined it.

S-FREUIR, SRR A KA T EE HBUE S A e TP AR AR, BRI TE BTk
REAKBGEANET, UNRHEREEEAEN. EEKNINERLSHREITH,

6. Courtesy Title and Salutation ZEFRFFREE
(1) The general rule of using courtesy title are as follows .
5 AR — AL a0 F -
O Mr. (%), HTELHBREAFZH. Fln:

Mr. John P. Storm; Mr. Storm ‘
@ Esq. 8 Esquire (JE4), HEHmunt BEHFE LW EKRZ)E, HESHTHF,
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fERE, E—BEMTHRIFERN, mEATERKE. FEE, 8 TRH
SRS Lo Bl
John P. Storm, Esq.

@ Mrs. (RA), ATEBEEL. Him.

Mrs. Storm
@Ms. (Z+), HFEBIEREDL, BEAEARNER, Fiin.

Ms. Loretta Vasquez; Ms. Vasquez

® Miss (/M) , FAFRIBES, Hiln.

Miss Storm

® Messrs.  (Se4:A7]) RILIC Messieurs 455, SRR, BT A RRBT
A FR B A R BTSSR, Bl
Messrs. Storm & Co.

@ Mmes. (L +A{]) & Mesdames WS, T HHEL, BTN,

RERDER
(2) The general rules of using salutation are as follows:
i IR T7 1 I T JLR
@ RHMFRIT R “Dear” J5EHRIE ARIEFRMGER, .
Dear Mr. Henry

Dear Mrs. Henry
Dear Miss Henry
Dear Professor Henry
@ XMMAZGAZA, FELFRIEA “Dear”, Hlhn.

Dear Maria

@ BINAREWAE AR S, 3 —BPERRRT, Fin .
Dear Sir
Dear Madam

Dear Clients Coordinator
Dear Purchasing Officer
@ BB E BN, FEHTHH—FHRTFR, Fiw:
Ladies and Gentlemen
Gentlemen (FERIEIEN . Dear Sirs)
Ladies



8 BRUERESSH ¥n

Dear Members of the Restoration Committee

® BB RARNG NI HERE, TLRTIRMT X, .

Dear Homeowner

Dear Customer

On very formal occasion, you can use “Dear Sir”, “Dear Madam” and “Dear Sirs” or
“Gentlemen”. If you know the receiver’s name, you must write out the name of the receiver. If
you are not sure about it, it is available option to use courtesy title. You can use either a colon or

a comma if you want.

TEHF N IE B354, “Dear Sir” .“Dear Madam” 1 “Dear Sirs” 8 “Gentlemen” Z{A] L
i, HABERMEBEANES, BAxEARESS, WRAEREREGEANES, RATE
FROF b L R th RAREF A% PR, R ERErT BB S fERES .

7. Subject Line #&

A subject line involves the reason, relative reference or brief subject. It can be put under or
above the salutation. If it is necessary, it can be underlined or typed in capital. There are different

ways to write out the subject of a letter.

ELEFAEEEES . RN AR SREZHANEE. ERTETHRTZT,
WAl g THRIFZ b WRABE, B RESBARE FRITH . ERAA T AR K
BEITX:

Subject: Project A-1004

Re: Price Quotation for “Hero” Typewriter
Your Order No. 40336

SUBJECT: ACCOUNT NO. 5047

8. Body of the Letter {Z&HIE3C

It is the most important element of a letter. It gives out the real information the writer wants
to. Although you may find there are only a few words in a letter sometimes, you will still follow
the three-paragraph format. The opening paragraph is the subject introduction of the letter. The
middle paragraph is the discussion of the deal in details. The last paragraph is the ending of the
letter in the way of summation, suggestion or further request. The length arrangements of the
different paragraph will rely on the deal itself. In order to write out a good business English letter,

you should follow the seven C’s principles.
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ERIEXRFETFREZNRD . ERERERNER. REAN —ENEEHE, H
EREEE—RANER . F-B—RIIAFE, FTEEETS, BoBRUSY . BUR
B HERRER2F . BIERNREZHNRZHNETE, HTERFHNRFRERER
I B8 7C SRR

9. Complimentary Closing {ERXEiE

The complimentary close is the formal ending way in politeness. The standard forms of it are
“Sincerely” , “Sincerely yours”, “Yours sincerely”, “ Yours truly”, “Truely yours”, “Yours
very truely” , “Very truely yours” , “Yours faithfully”.

FREEER MR, REXSHRMERMNH R, s XA, Sincerely, Sincerely

yours, Yours sincerely, Yours truly, Truly yours, Yours very truly, Very truly yours, Yours
faithfully %,

10. Signature %%

Signature is usually given three blank lines below the complimentary close. The typewritten
identification tells legibly who wrote the letter. And the handwriting gives not only the legal

implications, but also a personal communication.

BEBEEGREEETESITHME, ITHNELZ ERTUBEHEREEEER
5. ETFENET, BRTHEAGMNEES XS, EBATLEAR M EMRT
e Enclosure M

If there is not only the letter paper in the envelop, some other documents are still in the same
letter, you can use the following way to indicate them.

BANEENBR(GEROL, ERPA A, TR RS A3 -

Enclosure; Encl.; Enclosure (1); Enc. -1
Enclosure (2); Enc.-2; Encl.: Two

If you have mentioned the enclosure already in the body of the letter, you can use a/s.

AARRESCP R R, WA /s (As stated) (QfFHTR) , Hiln.

Encl. a/s
e Postscript MH&

Usually it is used in the short form to give out another brief idea below the enclosure. However,
you should avoid using it, you’d better think over the content of your letter within one time.
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ﬁ%ﬁERS%iﬁ&~&ﬁE%%ﬁﬁ%,W%MEW#ZTOKH,%%ﬁﬁ%
MRIRI SR, —KER, MmARRE, Biln.
LSY/aw
Enc. Two

P. S. I'm expecting your visit next Friday evening.

13- ~ Format of Letter

Because there are many practices of using different forms of letters, you’d better remember
that until now there is not a specific format or layout of today’s business English letter which is
better than the other, or this is right and that is wrong. There are three basic’ formats of letter.
They are semi-block format or style with indented paragraphs, full-block style and indented style.

R g 52 e P i 254 P A RERR RO B0, RSB B 244 5 S f e O SO B
WA — AR A E, SOX RN, TR RS B SR R A SR A
#: EFAR (BRAR) . FRAMAETH

Semi-block format with indented paragraphs (337 kRX=EAX)

March 12, 2004

Mr. Henry Wood, Manager
Vancouver Trading Corp.
273 Madison Street
Vancouver, Canada

Dear Mr. Wood,




