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~ Chapter 1 How to Write Business Letters WA SEEER

English is mostly used in international business communications.
And a business letter, as its function acts, is always the most
foundational messenger of all business communications. We can
see a business letter in the form of a postal letter, a fax or an e-mail.
The skills of writing a business letter therefore stand out with their
particular importance.

This chapter aims to show you how to write a business letter.
And we are sure that after reading this chapter you will have the
confidence in starting your business communication and negotiation.

In order to meet readers’ needs, we are now also introducing how
to write the envelop in English.
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A Letters

1. This is a postal letter of a dress company for building up new
relationship with a foreign trade company. FEHR—HiREL
FAESHMREEEN. EES—ENABAFNRIFRRANES
B,



_ BEREABSRARD

GUANGZHOU WUYANG DRESS CO. LTD.

397 DEZHENG ROAD GUANGZHOU 510405 CHINA
TEL: 020-82593076 FAX: 020-82594778
RE: LGB/ww

June 12, 2008
Myer Stores Australia
112 Bourke Street
Melbourne Australia 2000

Dear Sirs,
Sub: Light Industrial Products
We write to introduce ourselves as one of the largest exporters of light
industrial products here in China.
We enclose a copy of our latest catalog covering the details of all the items
available at present, and hope some of these items will be of interest to you.
It will be a great pleasure to receive your inquiries for any of the items
mentioned here, and against which we will send you our lowest quotations.
We are looking forward to receiving your reply.
Yours faithfully,
Sales Department
Qin Qiaowen
Qin Qiaowen
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2. This is a fax of it. THEHAZEGNEEEX,

GUANGZHOU WUYANG DRESS CO. LTD.
397 DEZHENG ROAD GUANGZHOU 510405CHINA
TEL: 020-82593076 FAX: 020-82594778
FAX TRANSMISSION

FAX NO: 020-82594778 DATE: June 12, 2008
TO: Myer Stores Australia ~ FM: GZ WUYANG DRESS CO. LTD.
ATTN: Mr. Luzzy PAGE: 2

OUR REF: LGB/ww
YOUR REF: DM/je
SUBJECT: Light Industrial Products

MESSAGE
Dear Sirs,
We write to introduce ourselves as one of the largest exporters of light industrial
products here in China.
We enclose a copy of our latest catalog covering the details of all the items
available at present, and hope some of these items will be of interest to you.
It will be a great pleasure to receive your inquiries for any of the items
mentioned here, and against which we will send you our lowest quotations.
We are looking forward to receiving your reply.
Yours faithfully,
Sales Department
Qin Qiaowen
Qin Qiaowen
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3. This is an e-mail. X2 HEBFERERR

To:

From: qqwsalesDep@163. com
Sub: Light Industrial Products
Date: June 12, 2008

Dear Sirs,

We write to introduce ourselves as one of the largest exporters of light
industrial products here in China.

We enclose a copy of our latest catalog covering the details of all the items
available at present, and hope some of these items will be of interest to you.

It will be a great pleasure to receive your inquiries for any of the items
mentioned here, and against which we will send you our lowest quotations.

We are looking forward to receiving your reply.
Yours faithfully,
Sales Department
Qin Qiaowen
Qin Qiaowen




Chapter 1 How to Write Business Letters 0 5 & %15

WARA

Z4EA: qqwsalesDep@163. com
M BIFR

BhiE): 2008 %6 A 12 B

ek

FREOERNEA]—TRARKNOBI S G ONT,

FAMEEAIEHF O FRBR, LOASTAAN ERiFmRE,
FRAHEASEYAL,

S RALMCE] kol BT Bw ik, RAEREN, FAERK
LiE S

WEEGE L,

#HE

44 3
A5
235

B Envelopes

There are two types of writing an envelope. EH EHMNEELA
FMIER,

1. Indented Form of Envelope Addressing ( 41T\ {g$ thdlt)

Li Ming
Jia Hua Company Shanghai Branch

No. 135 Nanjing Rd,

Shanghai 200003, P. R. China

Joseph Pender
David Jones Pty. Ltd.
24 Martin Place
Sydney 3000, Australia




A% RBRE S UART

¥ 4 30000
EEXABER
LTI 3245
KE « RATRAY A FRAF)

Joseph Pender (1)

q’ Q—h;&‘ijﬁ:}& 135 %%ﬁ#[h\é} —tlﬁ‘f}&\\é] #HH
¥ 4% 200003

2. Block Form of Envelope Addressing ({ SF3L30{= 3 id1t)

Li Ming
Jia Hua Company Shanghai Branch

No. 135 Nanjing Rd,

Shanghai 200003, P.R. China

Joseph Pender

David Jones Pty. Ltd.
24 Martin Place
Sydney 3000, Australia

SEFEXL
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Joseph Pender ( i)
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A Letters

When writing a business letter, besides the basic requirements, such
as Clarity, Conciseness, Courtesy, Completeness and Correctness, the
format and the layout of a business letter is also very important.

HRSEEN, BRTEEREN. WG L5, TEMER
FREREAZORS, FRAKABEREE,

1. Here are three formats of a postal business letter. T [ 3 &if
BHEZENTSEIN=MERX,

1) Full Block Form (F3%R)

Letter-head
Date
Inside address
Salutation:

Letter Body
Complimentary
Signature

Notes: In this full block form, all the rows should begin from the very
left side. No space in the beginning of each row of the whole letter.
This format is simple and easy to print. So it is the most commonly
used format.
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