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Unit 1

Introduction of Business Letters

A\

\\\

1. Knowledge aim: To understand the main points of writing a business letter.
2. Skill aim: To be able to comprehend and write a simple English business letter with
correct form.

@ --------}--
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Principles of Business Letter-writing

Writing business letters, we should always keep firmly in mind the essential principles of them.
It is essential to follow the Six C’s: clarity, completeness, conciseness, concreteness, correctness and
courtesy.

1. Clarity GEML)

Be sure your business letter is very clear so that it cannot be misunderstood. You should first
have a clear idea in your mind of what you want to achieve, A misunderstood message may be
worse than no message at all. Clarity is achieved by choosing plain and simple words, which are
short, familiar, conversational and straight-forward. This means using the most correct words and
phrases in the right place to build effective sentences and paragraphs.

2. Completeness (52%)
A business letter requires “completeness”. It involves a careful check of the Five W’s: What,
Who, Why, Where, When and How. See to it that all these questions are answered and all the

matters are referred to completely. A complete business letter provides adequate details for your
reader to completely understand your intentions.

3. Conciseness (&%

Being concise is the most important writing principle in writing a good business letter.
Conciseness means expressing your desires in as few words as possible to avoid unnecessary
repetition and redundant statements. The following guidelines should be observed:
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(1) Organize effective sentences and paragraphs.
(2) Include only relevant facts.

(3) Omit obsolete words and expressions.

(4) Avoid unnecessary words and phrases.

4. Concreteness (E{X)

A business letter should avoid being confusing. The message should be definite, vivid and
concrete. You should use specific facts and figures, especially for business letters calling for a
specific reply; such as an offer, inquiry, order or terms of trade , etc..

5. Correctness (IE#f)
A business letter must be correct. It should refer to correct data, accurate statements and clear

opinions. This also means using correct grammar, spelling of words and punctuation. These are the
basic elements of all letters. Business letters are often used as commercial or legal documents, so

they are indebted with legal rights and obligations. Accurate facts, figures and vocabulary must be

chosen wisely. The letter should be clear about the meaning of all the trade terminology and jargon
used. Otherwise, it may lead to a grave misunderstanding and confusion. It may enen cause an
unnecessary dispute.

6. Courtesy (#L%%)

Courteousness plays an important role in business letter-writing; it means taking the reader’s
feeling and point of view into consideration. To show courtesy, you should take a personal, friendly
and modest tone. You should avoid expressions that might be offensive or misunderstood. To be
courteous, the writer should be prompt in reply. If your answer is delayed, please give reasonable
and understandable reasons.

Case One

REHFEE AR SHIERREEERARVIPERAERRN. KEFAEERAT
BRH Y ARKREAV MBIEARRKETRATRKERLENE, XESMEERATET
—H HEZH{ERIT: ' '
Date: October 5, 2009
Subject: Our visit to discuss the Joint Venture

Dear Mr. Yang Guang,

Thank you for your invitation letter dated September 1, 2009. We are pleased to inform you
that a group of four gentlemen will be visiting your company on October 20, 2009. The duration
of our visit will be one week. |
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The delegation members are as follows:

1. Mr. Terry Ginty — Managing Director
2. Mr. David L. Tan — Sales Manager

3. Mr. Roger Allan — Financial Manager
4. Mr. Amos Winter — Electronic Engineer

In order to finalize before mentioned Joint Venture, we’ll hold a discussion with your
company. Our discussion will be set up from October 21 to October 25 at the head office of your
company.

We’re looking forward to meeting you.

Yours Sincerely,
Chare Clark
(Signature)

Office Manager

A - SRGIREE T 7 515 0K 1 Six C's JRBE.
1. Clarity GEH)
(1) The subject is clear — visiting your company.
(2) Each paragraph includes one topic:
Paragraph 1 — visiting time
Paragraph 2 — delegate names
Paragraph 3 — purpose of meeting
Paragraph 4 — well wishing
(3) The format is clear.
2. Completeness (52%)

It involves Five-W’s:

Who — a group of 4 gentlemen

What — visiting

When — one week (from October 20)

Where — your company (head office)

Why — discussion of the project of our Joint Venture
How — looking forward to meeting you during our visit.

3. Conciseness (&)%)

Stick to the point and use simple language to avoid wordiness and repetition.
The above said, as follows.

4. Concreteness (E{%)
(1) Time — discussion will be set up from Oct. 21 to Oct. 25.
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(2) Location — at the head office.
(3) Delegation — names and titles.
(4) Discussion topic — Joint Venture.

5. Correctness (IEFf)

It covers correct grammar and expressions.
Thank you for your invitation.
We are pleased to inform you...
A group of 4 gentlemen...
In order to...
Look forward to...

6. Courtesy (¥L37)

It takes a polite, friendly and modest tone.
Thank you for your invitation.
I am pleased to...
We’re looking forward to...
Yours Sincerely,

The components of a business letter

A business letter usually consists of 11 parts: Heading, Date, Reference Number, Inside Address,
Salutation, Subject, Body of the Letter, Complimentary Close, Signature, Enclosure and Postscript.

1. Heading ({5%)

The heading includes the writer’s company name, address, post code, telephone number, fax
number and e-mail address, etc. The heading is usually printed on an artistically designed
letterhead. It may also be printed on the centre of the paper or on the right margin at the top of the

paper. When you use the blank paper, the heading should be written on the paper according to
above format.

2. Date (HHD

The date is an indispensable part of every letter. Never send out a letter without a date. The
position of the date is below the heading, either on the right or on the left, depends on the style you
decide to choose and you should remember to skip a line after the heading. There are four ways to
write the date:

(1) May 2, 2009 (American form)

(2) 2nd May, 2009 (British form)

(3) 2 May, 2009

(4) May 2nd, 2009

It is unwise to write the date in figures like 2/5/2009 as it may cause some unnecessary
confusion. The British and Americans never read the day and the month in this order.
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3. Reference Number (Z£S)

The reference number includes a file number, a departmental code or the typist’s initials, for
example, our reference number: 012CY/WP. It is often placed below the heading or near the date.

4. Inside Address (FAibit. Y5 A ttit)

It includes the name and the title of the receiver and the name and address of the company.
Usually the order is: the receiver’s name, title, the name of company, number and street name, city
name, post code, state name and country. The inside address must be placed on the left margin of
the page.

5. Salutation (FRFF)

The salutation appears on a line by itself. It is written from the left margin of the page, and one
line should be skipped below the inside address.

6. Subject(or Re:) (M, #RE)

This comes one line below the salutation, either beginning at the left margin or on the centre of
the page. The subject line often uses the title “ Subject: ” or “ Re: ” to achieve an eye-catching effect.
It can be bold or underlined to emphasize this line.

7. Body of the Letter (IE3)

The body is the most important part of a business letter. It contains the opening sentence, the
message you want to convey and the closing sentence, and all the details to clarify what you want to
say.

8. Complimentary Close (ZRE&:E)

The complimentary closure is a polite way of ending a letter. It is often placed two or three
lines below the last line of the body of the letter, either on the right or on the left, depending on the
style you decide to use.

The most commonly used complimentary closings are as follows: Yours sincerely, Yours
faithfully, Yours cordially or Yours respectfully. The above are used in Europe and the following are
used in America and Canada: Sincerely yours, Truly yours, Faithfully yours, Cordially yours,
Respectfully yours. Using the complimentary close should match the salutation. In other words,
Yours faithfully/Faithfully yours, Yours truly/Truly yours, Yours sincerely/Sincerely yours should
match Dear Sir, Dear Mr. X X, Dear Madam (for business letter), Yours respectfully/Respectfully
yours, Yours cordially/cordially Yours should match Dear Sir, Sir, Gentlemen, Ladies and
Gentlemen or To Whom it May Concern (for governmental organization and group).

9. Signature (%)

A business letter should be signed with a readable signature in ink and followed by the
person’s name typed. Then his/her position or title should follow. All these should be placed three or
four lines below the last line of the complimentary close.
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10. Enclosure (FK4)

If any documents, price lists, catalogues, invoices or other notes are enclosed with the letter, it
is necessary to add “The Enclosure”. It is placed two lines below “The signature” line at the left
margin page. It should also include a 3-4 word description of the enclosure.

11. Postscript (ffi5)

The Postscript (P.S.) is not only used to supplement a person’s instruction, but also used to
draw the receiver’s attention to a specific point which the writer wishes to emphasize.

If your letter contains a postscript, you can begin it with P.S. (bold) and should end with your
initials. Skip one line below the last line and begin at the left margin of the page.

Case Two

S5 5 3 S0 A B B o PR A R RS — S0 07 AR R
. HERATF:

-1. Headin
‘ INTERNATIONAL TRADE AND EXCHANGE GROUP

262 WAVERLY PLACE, SOUTH ORANGE, NEW JERSEY 07079 (201) 782-5688 FAX: (201)762-5687
2. Date

December 8, 2008

Our Ref, No: ITFG 08/12-8
\'[ 3. The Reference Number |

Mr. Zhang Youyuan

Deputy Manager \ﬂ 4. The Inside Address |
Foreign Economic & Trade Co.

China Chang Jiang Corp.
Wuhan, 430074 Hubei
The People’s Republic of China

Dear Mr. Zhang:

jJS. The Salutationl

Re: Visiting plan — 6. The Subject (or Re:) |

Thank you for your fax on November 10. I greatly appreciate the invitation to meet you on
my next visit to Wuhan. I also thank you for sending me the various catalogues and brochures
about your company. They are helpful in learning the wide scope of the corporation’s
activities.
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My plans are to visit Wuhan and some other cities in China during the first quarter of 2009.
Exact dates remain uncertain. I will certainly tell you the itinerary when it is finalized. My agenda
in China will be full, covering various projectg’and information gathering for clients as well as
our own account.

Again, thank you for the inforpadtion you have already supplied. I look forward to hearing
from you again and especially tofneeting you in Wuhan. In the meantime, if there is anything we

might do for you here, plegs€let us know.

7. The Body Sincerely yours, | 8. The Complimentary Cl@
of the Letter
Paul E. Schwann —[ 9. The Signature]
President
Enclosure: A copy of name list of the delegation 10. The Enclosure

P.S.  We will have a Christmas vacation from 24 Dec. — 30 Dec.

11. The Postscript

The formats of business letter-writing

A business letter is more formal than a personal letter. Margins should be about one inch on all
four edges. And there are several styles for business letter. The three most popular forms are The
Full Block Style, The Indented Style and The Modified Style.

1. The Full Block Style (2 FEsk5)
The position of “The Heading” should be placed on the paper according to aforesaid format.
Every line of other parts starts at the left margin of the page. That is to say, the beginning of every

line should be flushed with the left margin. This form is most convenient to typewritten business
letters. It is also the most frequently used style when writing a business letter.

Case Three

BEPEEBWA RA R S LA EARIEERITH —S5i8E, i —T0 A RER
ATLEBRETIREFRE HE, REMESENT:
MARY LIMITED
P.O. Box 1389, Port Vila, Vanuatu
Tel: 00678 28978 Fax: 00678 28979
Email: pal@vanuate.com |

Date: July 22, 2009
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Our reference number: 0508A

Wuhan Ling Yun Travel Service
428 HongShan Street , Wuchang, Wuhan, 430074
Hubei, The People’s Republic of China

Re: Invitation for Gentlemen to Visit New Caledonia

Dear Sirs:

Our company has pleasure in inviting the gentlemen as list following to be part of the
delegation to visit New Caledonia and hold a discussion with us on the project of tourism and
garment factory.

(1) Mr. Zhang Yuan

(2) Mr. Liu Xing

(3) Mr. Li Baohai

(4) Mr. Wang Runshen

Our discussion will be set up on September S, 2009 and your costs to be incurred in New

Caledonia will be borne by us.
2. The Indented Style (451T3)

Each line of “The Heading” should be indented 2-3 spaces than above line, the position of

“The Heading” should be placed on the paper according to aforesaid format. Each line of “The
Inside Address” should be indented 2-3 spaces than above line, but the first line should be flushed
with the left margin. In “The Body” part, the first line of each paragraph should be indented 3-6
spaces.

Case Four

JEHAIE SIKAB 51 Bl BA R ERFHARA T —HX NG, SRARIT:
SIKAV Trading Company
5 Arolawun Street, Mushin,
Lagos, Nigeria
August 29, 2009

Wuhan Zhang Tai Science and Technology Co., Ltd.
530 Luoyu Road, Wuchang
Wuhan 430074, China
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Dear Sirs:

We are one of the largest importers of eletronic products in this city, and we would like to
enter into direct business relations with you at an early date.

You were recommended to us by a friend in China over there and we would therefore want
you to send us your catalogues and price lists as soon as possible, so that we can submit you our
orders.

We expect your immediate response.

Yours faithfully
S. Balog
President

P.S. Please send your catalogues and price list by DHL. S.B.
3. The Modified Style GE&3)
The Modified Style is a combination of the Full Block and the Indented Style. The part of “The
Heading”, “The Inside Address” and other parts are adopted from “The Full Block Style”. While the
part of “The Body” in which the beginning line of each paragraph is indented, adopted from “The
Indented Style”. This form is combined by the two styles above.

Case Five

BAFIT Colop HR AR BARNARB A ERATXTFRIBELANESHWT:
Colop Co., Ltd.
DRF Arming Street, 54600 Wels, Austria
Tel: 43 724 266214 Fax: 43 7242 46261
Email: colop@co.at

May 28, 2009
Wuhan Dachong Laser Co., Ltd.
402 Luoyu Road, Wuhan 430074, China

Dear Mr. Zhang Chong:

Thank you very much for your fax of 27 May, 2009. It is the first day that I work in the
office after a long business trip to Korea and China. I want to thank you again for the meeting we
had and for your hospitality at your booth at the exhibition in Wuhan.

Furthermore, I thank you for your interest in our company and our products. But Colop does
not have the intention to enter the flash business. I will, however, keep your documents for our
reference.
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Best regards.
Yours truly,
(Signed)
Roland Schwarz
Export Manager
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1. Joint Venture HRZE, S&MS
We would like to talk to you about a Joint Venture.
BRI SR T RREGELEWE,
2. finalize, finalise F@-+--: B Tk
In the spirit of mutual cooperation, we have after long consideration finalized this deal.
FEMEAERREMN, RITBAERTXELRS.
3. seetoitthat VEE, #{R. that AP IEESRAEHBENS.
Please see to it that the L/C stipulations are in exact accordance with the terms of the contract.
HERFRIERARF S S RALK—B.
4. correspondence .
(D n {5, B BIANEE FAHESER.
We have a lot of correspondence to deal with...
BITE T2 RS2,
(2) in correspondence with --+--- BE
We have been in correspondence with ABC company.
EAIF ABC A7 —HEBAEBEBRE.
5. cataloguen. P=EHHZFE, BEA
a copy of our catalogue for(product) —#3 %/ 5§ H
We are now enclosing a copy of our catalogue for our chemical products.
BATILBE R M _EBRIT 7 R H R — 4
6. corporation n. AF] (455K Corp.)
KIETHEAKAT LTS company (45 W Co.), AIHsH PR BfE2 & company limited



