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““'\t ‘ Introduction to a Business Letter

ﬁ " Introduction i \

A business letter is a letter written in a formal language. Since China joined the
WTO, business activities and information exchanges across borders have been
increasing rapidly. Business letter is the essential means of communication in
international trade. Only through communication by letters can a deal be concluded
between the seller and the buyer. At all stages of an international transaction, it is
necessary for both the parties to write letters to each other, informing the counterpart
of the business situation on his side.

The ability to write effectively is a valuable business asset. One reason is that a
great deal of business is transacted in writing. Still another reason is that proficiency in
writing gives the man or woman in business a personal advantage over less capable
writers and contributes substantially to his/her self-confidence — a necessary quality

for business success.
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Part A: Structure of Modern Business

[ELIAE1ZE]:BE )52

I. Parts of the Business Letter 3% {5 R AER S
W E&, Bl HE—MSHR 12 885
The Heading ({53%)

Reference and Date (Z# 4= FfHE])

The Inside Address (& PHHLHE)
Attention Line (£ ARRIT)
Salutation (FKFE)

The Subject or Caption Line (ZHH4T)
The Body of Letter ( IF3C)

The Complimentary Close (%5BAHiE)
The Signature (%&4)

10. The Enclosure or Attachment (fff{4)

+ 11. Carbon Copy Notation, f&i5 N CC (#i%)

12. The Postscript ([t 5 )

1.3, S, FT. B8, B RGBHLEARISY, —MATER, HAMHRS MM
PR EME

. The Ways of Writing These Parts &5 f1 5 (EEM

1. The Heading ({&3k)

FSEERNER, —REFESEANLHRMtIL, —8IERERNELAEELEFEAR
BAMEBIESHS . FHE ., BFHRAh FIR B RIS E, A ERPERELRELRE BAIR
AN . BRSPS

HHEHELT, ARESEITNHFEAELRNGFEER, 0L EANES . that, BiE.
REE, YRIMNBEERGEHN, BREAXMEEHERTL, FRTAK, FLBFITE
REMPREE L,

2. Reference and Date (&E4SFHHA)

AEFEL L, REAGCEHRSHES, FEMN T EGEHERAESE, DEEEER

R U



. Introduction to a Business Letter

. HEGEIEE, BIFFRH “Your Ref: / Our Ref:,” XMAHNARKNT HESEEHAEN
FE

HFWEEREREUTILA:

(1) XEAGHBWIFEERZE . B, 4, MEEAWIRUWER. H. £,

(2) FMESRE, MAMGAUMAEXHES, B AFPERSEKE, BARAER
RS Bl

HAM LM E .

20th February, 2009
20 Feb. , 2009
Feb. 20, 2009

3. Inside Address (R ithil)

XEEBUEAR LML, —REERENZL L. WEAB R AE LK
WA, NMERMADTBTRE, BRTEFAMIEMEGFESH 1 ~217, HKFRE: &
B NS . KBETRBALARR, &1 ~247, RESHEE, 752 ~4 17, BE AKEL—
EEIEW. BN

Ms. Joanna Kerry

Peking University

Haidian District, 100871

Beijing, China

4. Attention Line (£ ARTRIT)

HEGEAREXEGEH T AR TLI TN, RIS AL T, FRIFE_EFiR
{E: “For the attention of:” =} “Attention:” WFH, KT I EKFEANER, E¥MET
ek, HEXHRIR “EEX, #lm:

fR1F2CH Smith AFRATE, —RAEFRIF L J5 28 BT RO BAREA :

For the attention of Mr. Smith

WS M TG AR, —MRbnaA

Attention; Marketing Department

5. Salutation (FRFE)

TEXBE A —FFRIE, B BR—1T, WNERMAEDTHEFHE, SEMKTHE Rt
1 ~2 F3H93 77, BNAKIFRFRERE, KEMFEHKNA Dear sirs, Dear Madam, Dear
Mr. x x, EFTRELHAS, KEAMES, BXEMNERIENEHE S, KRIEAIE
AMEFEASBEARRRNE. HIMEAEEGER, REAEEEEUTILE:

(1) MUANZNLIRE AT MM, BEEGEZFH M. HEHIE Messrs. Bil4n.
Messrs. Black and Brothers 77 3€ 57 bt 58 2 7] o

BRUAIH

)
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(2) XtLctk—MARIFE Mrs. , Madam 5§ Miss, Mrs. FIZEE B4 T30k K230, =
HERFIZF 2 A, Madam —f AR F7E S TR .

(3) XA ABIFRIE, ta] FSL AT BN M & FR, S, Bl Professor (455 K
Prof. ), Doctor (4554 Dr. ), General (455} Gen. ), X SEFRIFHRHTE 2 K Z AT
MABFZH], #0 Prof. (Phil) White %,

(4) XFFho R T UE ABIFRIFE, B FH Gentlemen (/iR 2 Gentleman), Dear Sir (s)
M My dear Sir (s) %%, Gentlemen ZRIARENN Dear, J5HE M AEEH 4, F Sirs B, B
W H Dear —id, (AW AT A A Sir. HWEA RO L, MR BBRLE, A7 858
Madam 3{H & ¥t Mesdames.

6. The Subject or Caption Line (EH1T)

FHBHERIER N EE, TUHEESHEHNES, AR UDRTBSERAT
BAGHNE. FHERTIUREFEXNEN, SIBKEANESANSNES, FUEH
BEERAHERE, FHX—ETUKREUAU/NE, TTLA “Subject” —id, 8] LI
“Re” (With Reference to) , AL FHRIFZ T, SHIEHER—1T, TLHTRULHBEE
MR, HALBRES ., BARGERE, Hiin.

Subject: Our Sales Confirmation No. TE151

Re: Our recent consignment of Mango juice

7. The Body of Letter ({ERYIE3L)

fERIECEIE = NE:

(1) The Opening Sentence ( JF:kiE)

FRBEBAG— 1A, (HR LEAEERIEIEREN T REM . RS
NEMULEERE, B F—BTRAXRERIW—HEE, WERSE—KEE, BWaTUMA
HKIEMMLER B RNE, HEREENER, FFRBE—RSEXHTF, AR—T, BERE®
BT, Blan:

(D We thank you for your Order No. 115 received this morning for the above goods.

@ We owe your name and address to Mr. Smith who has informed us that you are in the
market for electric goods.

(2) The Body (IEX)

ECAMER R, —#EHMIRE, FEBEXENERIK, BENEXEREEYS,
—B— 1 EM, RTHEEXWBEIN, 755 mEA AR,

(3) The Closing Sentence (Z5HiE)

EXESE, AR—BEERIE, SRIE—BARBEXRFRIEBET ., #REMUEA
IESREUL A, AAMLM I — & BRI, Flin.

(D Looking forward to your early reply.



ntroduction to a Business Letter

(2 Hoping to hear from you soon.

(3 Any other particulars wanted we shall be pleased to send you.

8. The Complimentary Close (£&R&#IE)

ZRHUBERERGENN—FEE, BEE/AEEAN—FMEREK, Rb5-17, xS
BIE RPN . (R TFIESC L ~2 47, MERM A SRA KT T RS, F— Rt
SEZREKRE, KEAES., —MAH: Yours (very) truly, Yours (very) faithfully, Yours
(very) sincerely, %%, A

TERRM — U6 [E K, L300 “ Yours” HFE “sincerely” SFiAMIATE . 7EEEMNEREE
K, W “yours” JKAE “Sincerely” FiZJ5, “Yours” —iaAA M LAl &R,

9. The Signature (& 77)

B AT URERANES, BATURRARESL . FMERERAGRREAF, RE
ST EELIGELITE R, MREBNRRAFAES, MONEREZEANN—TE
Bl AR AR, -

Yours faithfully,
for ABC Air-conditioning Co., Ltd.

( signature )
Mr. Smith Parrington
Regional Sales Manager ( Singapore)
R EREEES, REMAZSEHAEZEM “p.p.” (B “per pro”, fK) L&
ERNBEL MR TERIE 1 ~2 17, AMEKPERA MBI IFRE . HEEARLHE,
S5 AXAHIR, W —BAEE LR AESHE - Miss, Mrs. 58 Ms. , LUEXS 5 [ 45 B A58
AART PRI o

WA EIRFHE S (Identification Marks) , FAABEBA(E(FmfEsb s, —BRMETFHE Y
ZHFEREREMBLEE SEMTFRAELRSEE /NG HE. -

Mark Conner B3, 1fif Atlan Wagner ZFTF 5, WA[FERHK: MC/aw (= x xC:

“for

aw)

10. The Enclosure or Attachment ( #t{$)

EHEARE, WAHECFEH, BEEEECLTRINCSZE, TRERAUTIL
T

Encls. (Enclosures) ;: 2 Invoices

Enc. (Enclosure): 1 Bill of Lading

11. Carbon Copy Notation, &5 3% CC (#bi%)

MEBREFEREAZN, EHREELATYRE =&, EBHH “CC” LR, W:

BENAIR
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CC; Chan Waiming.

Ait, MREFEAREILRBEANBEFEGREEARES LS, ®E “BCC”
(' “Blind Carbon Copy” JTCfg3k@lA) ¥ “CC”, FRIEAER KLU ANEEHNT F.
YRR TAENEAFRL, RIS TEH, SHAR—1T.

12. The Postscript 3 P. S. (H=/HEE)

WREAELZAASICHBIMES, A P.S. (HS/AE) BTAUE S HEEY
W, MREDRM, IERA AT E R, Fi.

P.S. . The catalogue was sent to you on July 7th.
Sample Letter 1 (Block Style F3L3t)

(1) TIANJIN CHEMICALS IMPORT & EXPORT CORPORATION

58 Nanjing Road

Tianjin, China

Telephone (No. ):

Fax Number,
(2) August 10, 2008 Your Reference . Our Reference .
(3) Messrs. J. Brown & Co.

143 Tower Street

London, E.C. 3

U. K.

(4) For the attention of; Import Dept.

(5) Dear Sir,

(6) Re: Chinese Chemicals

(7) We thank you for your letter of August 6 and shall be glad to enter into business
relations with your firm.

As you know, it is our policy to trade with the people of all countries on the basis of equality
and mutual benefits. We believe we shall be able, by joint efforts, to promote friendship as well
as business.

We are sending you 3 pamphlets and a pricelist covering part of our exports. Please advise
what articles you are interested in at present.

We look forward to your early reply.

(8) Yours faithfully,

(9) p. p. TIANJIN CHEMICALS IMPORT & EXPORT CORPORATION

( Signature )
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Charles Smith

Marketing Manager
CS/wy
(10) Encl: as stated
(11) CC: our Branch Offices
(12) P.S.

Part B: Writing Rules of Modern Business Letters
(BIERLI)

A good business letter is brief, straightforward, and polite. If possible, it should be limited
to one page.

A business letter is considered successful under the following conditions :

(1) The receiver interprets the message as the sender intended to tell.

(2) It achieves the sender’s purposes.

In order to meet these objectives, American experts in business communication developed six
C’s principles: courtesy, correctness, completeness, concreteness, conciseness and clarity.

The follow principles should be involved in writing business letters:

1. Courtesy (#L#. &%)

Courtesy is the quality that enables us to refuse to perform a favor and at the same time keep
a friend; to refuse a customer’s request for credit without killing all hope of future business. It is
not courteous to keep your correspondent waiting for an answer. The courteous writer should be
sincere, tactful, thoughtful and appreciative.

For example :

Thank you for your enquiry dated 11th.

We take the pleasure of receiving your enquiry of 11th.

We wish to express our sincere regret for our oversight.

2. Correctness ( #AE%f)

Correctness means appropriate and grammatically correct language, factual information and
accurate reliable figures (such as names of articles, specifications, quality, price and units, etc. )

3. Completeness (%)

Make sure to include all the necessary information and data in the message because
information and data can help senders get receivers’ responses and achieve desired objectives. An

incomplete message may result in increased communications costs, loss of goodwill, sales,

BENAIN
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valued customers, cost of returning goods, and more time trying to make sense out of the
incomplete message. It is essential to check the message carefully before it is sent out.

4. Concreteness ( Bfk)

Concreteness means making the message specific, definite and vivid. When you write a
business letter, the following should be paid attention to:

(1) Some qualities or characters of goods should be shown with exact figures and avoid
words like short, long or good.

(2) Give specific time ( with date, month, year and even offer hour, minute if
necessary )

(3) Avoid expressions such as yesterday, next month, immediately, etc.

5. Conciseness (&%

Make it a rule to use no more words than are needed to make your meaning clear. The writer
should do as follows

(1) Shorten or omit wordy expressions.

(2) Include only relevant statements.

(3) Avoid unnecessary long sentences, relative pronouns, abstract subjects, and passive
verbs.

6. Clarity (iF#)

Keep constantly in mind what you want to say in your letter. It is welcomed to express
yourself clearly and directly in the easiest language. Plain, simple words are more easily
understood. Properly paragraphing message is required for the purpose of clarity. For instance,
we use “semimonthly” instead of “bimonthly” for “two times a month” because “ bimonthly ”
may mean both “two times a month” and “once every two month” .

7. Consideration ({&ix, %ZExtH)

The letters you send out must create a good first impression. To achieve this, “put yourself
in your reader’s shoes” and try to imagine how he will feel about what you write. Try to imagine
that you are receiving rather than sending the letter and emphasize the YOUR attitude rather than
OUR attitude.

For example: When you order our products regularly, you will surely benefit from increased
profits,

Avoid such expression: We would very much like to have your regular order.

There are some exceptions. For example :

“We did not receive your payment on time. ” is proper than “You didn’t send your payment

on time. ”



