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Chapter 1 Business Letters Writing

Learning focus

® Knowing of the difference between common letters and business letters

® Knowing of the layout of business letter writing

® Learning to write business letters in different formats according to different cul-
ture backgrounds

® Knowing how to address an envelope

Section one Common letters and business letters

Friendly Letter Format Business Letter Format

T Semla?s St Al Nenbw SSnet

Dﬁ—n—

Strut bl (Rasber sl Sinel) ey — & @: Address

el T A
e e <afG==g
As you can tell from the inside address just before the greeting, a
business letter is much more formal. This is the type of letter you might write

. : to a company to complain about aproduct, claim repair or
Dear Recipient, & replacement under warranty, or to request information. The

By the arrangement of the parts of this letter, you probably already know la“l:":vfﬁ‘mm' and A ‘i’“*;‘g—“;‘: ‘:: ::’;y;':f

2k writing is very concise an ormal. The andien, u
tha itis a Giendly letter. Some [Ggjlletter parts are shared in comman letter needs to be able to read the letter quickly, snd understand the message
between both business and friendly letters, but they are used for that the writer is sending, whether it is a complaint, arequest for information,
different purposes. (Remember the T A P.F) Friendly letters are much less boieis W;:—;‘ “‘;"L\::W“W:m oo A Ik

¢ tone of the letter can be as important as its precision. Be sure

formel, and are not used for official purposes communicate your information in a manner appropriate to the situation. For

The language of a friendly letter 1s much more casual, and the audience example: register a complaint; don’t whine.
15 usually a friend, family member, or acouaintance D i

DYour friend, >
gewe] = A, Writer

DA Writer

“Type o et yoom e

3P 55 (KR 7 2 40 0k 2 79 4515 O B P st ik o LA R8 % o 24 )3 £ 22 W
#H. |
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Section two The layout of business letters

—BEFREBENEHNTLBEUTILBSRE.
1. The heading {& L

RFABEREBFETRFEANBUMEEHHBESE. BEHLT,.AAH8L%
MTENHIH AL ERK AFREANESR it BE AES. YRINBEL
Gifs fhad, BRI AEELmMAT L. fln.

Dalian Sunny Electronic Products Imp. and Exp. Co. Lit.
108 Xian Road. Shahekou District Dalian

Liaoning Province

China

2. Date HHA

XEANBRANTHESEERGEH. PHNKEEGLITI=ZWTL,H
TRBAERE, FAEAX#EMNBEKYI0 /10 /20097(2009 4 10 A 10 H).

REFHESHAS, BBRFMANER, BREAE-BRHIREEE: &
Ay EHES, E#REAEAAS. #Hn.

October 10, 2009 ( American style)
10* October, 2009 ( British style)

3. The inside address & [t

XRBKEARN S b, —REEFENE BT . WEALRIBIE R
KAk RMER, BLFREFEANEL—FHEH. fl:

The general manger
Fuji The Textile Imp. & Exp. Co. Ltd.
188 Ginza-Chome, Tokyo, Japan

4. The subject heading Z

HHURERIES DN EE, TUEBESWEHNER EARSEELE
HTHRIGEHAR. FU . SHESHMEHE,
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5. The salutation FRMFE

B # A BA Dear Sirs. Dear Madam. Dear Mr, X X o FROPESSHEHMARS , —
BERES. REEKE - NERELE,

6. The open sentences F sLiE

FLBBAEGE R, BIR L CHEENEQEREN FREHE .
BEFBREMULGEER EHH—H TRAXREEB—HEE0., WEES
—WER WA LHAF K EELENARNA,HEHHNER, FLiE RS
EXHTF, BB~ ERMHEET.

7. The body of the letter iF.3C

RHEE. —HEFNRS RLEBEXEBITRN. RISAS %S
R EER 515 Ry — B 15 B,

8. The closing & B i&

R E— MR B A PR, R xS A BRI ok 1 /5%
RITHR”, “ERME"E, BRI — i EENIES. EXERE, BE—E&
B4 RiE.

9. The complimentary close %% R §{iE

GRYIBRERMEEN N —FEE, XS HERFRIEAAFER . 40 “Sincere-
ly,” “Best Regards, “or “Yours Truly,”. GRHMIBEEESRETR —17. A58
— N FERRE,FHENES.

10. The signature %

BEHEGRWIENTH . E LERANEFE. NRERERNEF SEART R
EXLACKWEAT, HAABNENE RHREHHFEEAZALTE, REEST
EANAENR. BLAKNTEH,BIFE LREAHBRL,

11. Enclosure Bff {4

MBEPH MM, MEL T AEY Encl. 5 Enc. ,H10.

Encls: 2 Invoices

Enc. : 1 B/Lading
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Koffit Trade Co.,Ltd.

15 Western Avenue, Shanghal China,
Telephone: +86 021 88654987

Fax: +86 D21 88654988

Email: kofft@A-Z.com.cn

T

Ngge @ @ B8

SUKL
25 January 2003

Mrs Irith Williams

Williams Trading Co., Ltd

28 Hunter Avenue Denver, CO 80206
Usa

Re: Delayed arrival of your new glasses

Dear Irith,

Thank vou for your letter of 24 January.

On behalf of Koffit | would like to apologize most sincerely for the problems -l
you have experienced in receiving your new glasses. This is most unlike the
speedy, professional service we pride ourseives on.

As a gesture of Koffit | would like to offer you a refund of $100 to recover
your raveling costs and incorwenience which you have incurred. Our
cheque is enclosed.

| understand from the manufacturers that your glasses should be arriving in
our stare during the next few days. | will give you a call as soon as they are
with us to arrange an appointment for you to come down to collect them.

Many apologies again for the problems you have experienced. —_—

Yours sincerely, n

B

SHIRLEY TAYLOR 10|

Section three Format of a business letters

1. Format of a business letters ¥ % {& &8 I #& =X,

HEBEBEA=AFTLERER. BEEFXRTHEERERIIN=
LB —MERAHEEMT . TEEARHBEINEESEANER.
1) Block format ¥ 3k

B—THRNEAF KB R—EEHLK.
2) Indented format 48475,

HA I MEMEEMMTHRR TGS — T, B — T RHFEER=EE. 5
WIESC . B—BRM R — T8 EHEE TR,
3) The semi-blocked format {E & = .

XEMFEAERWESE. EREXHSRATFLR EEREIL.BH. &
BHUERE L RA%ITR.
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Block format

Indented format

The semi-blocked format

Heading Heading Heading
Date ) Date Date
Insid Inside Insid
nside Address nside
Address Dear Sirs, Address
Dear Sirs, OO00O Dear Sirs,
aobog
Yours faithfully, Yours faithfully, Yours faithfully,
Signature Signature Signature
2. Format on envelope {5 #3943t

%#Aﬁz \fﬂliﬂ:\@% !ﬁu: STAMPS(EB%)

Mark King

No. 21 Xinhua West, Nanning City

Guangxi,China

Tel:0771 2X X X X X (M &, HFEBEE)

W A2 i aE R, 0.

James Bond

No. 007 Spies Road.
England Street,200601.
UK

Tel: 0044 2361 X X X (BB, FEBE)




© 6. L€ L

Liu Yan-hua
Room 302,No. 48, Yanan Road (M) stamp
Shanghai, 20040
P. R. China

Prof. John Hill

607 North Willington Avenue
West Palm Beach, Florida 33404
U. S. Al

Section four Writing principles on business letters

Read the following two letters(3& FTA T &3 MEA &) ,then answer the follow-
ing questions:

(1) Which letter is better for you to understand quickly?

(2) Which letter is more friendly and courtesy for the reader to read?

(3) Which letter do you prefer to read? Why?

Letter 1

Dear Mary,

Subject: Answering the question of the merger

Following through our discussion last week, I*m pleased to let you know as of
May 1 we’ll be a wholly owned subsidiary of Amaco Ltd..

We’ve worked hard for this and now it comes as good news. There are two major
advantages. First, we’ll have added strength in terms of public acceptance and
operating capital. Second, we’ll be able to serve our customers more promptly,
efficiently, and thoroughly. To help you learn more, we’ll be sponsoring a com-
pany-wide luncheon on April 28 at noon, at the Victory Holiday Inn in NY. This
will give you the opportunity to have all your concerns addressed.

Principals from Amaco Ltd. will be on hand to answer questions and to let you
know of their sincere intentions to continue operating this division autonomously.

Please call Barara Jenkins, my administrative assistant,to answer questions by



Chapter 1 Business Letters Writing LA

April 20 to let her know if you’d like chicken, fish, or vegetarian for lunch. This
should be a worthwhile meeting and I hope you’ll be able to make it on such a
short notice. We are looking forward to seeing you there,

Yours Sincerely,

James Lin

Letter 2

Dear Mary,

Subject: Yes, we are merging with Amaco Ltd.

As to April 11 we’ll be a wholly owned subsidiary of Amaco Ltd.. We’ ve
worked hard for this and now it comes as good news, Here are two major advan-
tages we’ll see soon:

First, We’ll have added strength in terms of public acceptance and operating cap-
ital.

Second, We’ll be able to serve our customers more promptly, efficiently, and
thoroughly.

Learn More Over Lunch

We’ll be sponsoring a company-wide luncheon so that we can all get together and
address our customers. Principals from Amaco Ltd. will be on hand to answer
questions and to let you know of their sincere intentions to continue operating
this division autonomously.

When: March 11 at noon

Where: the Holiday Inn in Suffern, NY.

Lunch choices: Chicken, Fish, or Vegetarian

Next Step

Please call Barara Jenkins, my administrative assistant, to answer questions by
March 5 to let her know what you’d like for lunch. We are looking forward to
seeing you there.

Yours Sincerely,

EERFERIFRERFBEHEWKEWITD. A TEH0, 502 58t
THES ERBREACHER X TR TReE 4 28T,
Bl 48 LA B9 “7C” (completeness, clearness, concreteness, conciseness, correct-
ness, courtesy, consideration) BREENRINIAETUT LB NS, SRS R
MEEZMEL.



