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/Unit1 Modern Business Letters

Text A The Language of Modern Business Letters

All business letters have two main functions:

A)To ask for and give a reply to an enquiry, offer, order or complaint.

B) To keep a record of all the important facts for ready reference.

The language of old-style business letters is often long and complicated. Such letters
are liable to confuse the reader. A confused and over long letter may be put aside until
someone explains its meaning, and this may mean delays. Since a letter is written for the
reader,the language of modern business letters should be simple, clear and direct. The
writer states the purpose of his letter briefly, and the letter is short and friendly. Such
letters help the writer as much as the reader,and will probably mean an earlier reply.

Nowadays, more and more people like to do business through a fax machine by
sending faxes or even on the Web by sending E-mails. The former is the abbreviation of
facsimile , which is actually an exact copy of a document,a picture or a piece of writing
sent or received by an electronic system using telephone lines. The latter is correspondence
sent or received on the Web. At the moment, the E-commerce involves offering, ordering,
enquiring , payment and complaint, etc. But all these are still based on the business letters.

Here are two letters. One is an old-fashioned , pompous style of English, which is too

long and complicates the message. The other is in a simple and clear style.
[Old-fashioned Style]|

Dear Sir,

I beg to acknowledge receipt of your letter of the 15th inst. in connection with our not
clearing our account which was outstanding as at the end of June.

Please accept our profuse apologies. We were unable to settle this matter due to the
sudden demise of Mr. Noel , our accountant,and as a result were unaware of those accounts
which were to be cleared. We now, however, have managed to trace all our commitments
and take pleasure in enclosing our remittance for £ 620 which we trust will settle our
indebtedness.

We hope that this unforeseen incident did not in any way inconvenience you, nor lead
you to believe that our not clearing our balance on the due date was an intention on our
part to delay payment.

We remain, yours---
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[Simple and Clear Style|

Dear Sir,

I am replying to your letter of 15 July asking us to clear our June balance.

I apologize for not settling the account sooner, but due to the unfortunate death of Mr.
Noel , our accountant,we were not able to settle any of our outstanding balances.

Please find enclosed our check for £ 620, and accept our apologies for any
inconvenience.

Yours sincerely,

Text B The Parts of Modern Business Letters

(1) Jameson & Sons Lid.
34 Madison Square
Melbourne E. C. 2.
Australia
Tel:---
Fax:--
E-mail ;.-
January 25,20
Our Ref. No. *--
Your Ref. No. ---
(2) China National Light Industrial Products Import & Export Corp.
Shanghai Branch
128 Huchiu Road,
Shanghai , China
Tels---
Fax: -
E-mail ; -+
(3) Dear Sirs,.
4) Re: Bicycles
(5) One of our customers is interested in your bicycles, particularly Model No.
PA-18. Please send us a copy of your illustrated catalog, quoting your prices FOB
Shanghai if pessible: Meanwhile, please indicate the time of delivery you usually
offer.
(6) Yours faithfully,
(7 Jameson -& Sons Lid.:
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S.F. LOVER
(Managing Director)
(8)Encl. '
WA RNARBS
— R AE BR T 43 8 MMLREBSY -

1. {§3 (The letter-head)

REANLR i RE A, BOETHEBGEATRER BT 4L ]
at, MEEENS%., HAARFELNFEEERE,EXWB4RE L AMMETUE L&
SHRAES

2. # Py Hihk ( The inside name and address)

B ARESHEASIE, —BAERENLE LY, EXZT. HAMILESEFEHE
EAHR.

3. #RIFE( The salutation)

BRSNS AR —FFRIE, (BRI T, 21T, Dear Sir B Dear Sirs
AR%£,

4. iy (The subject line)

BiE B, WA BRI EES, - RAERMEK JE FRESARS
%,

5. JE3C( The body of the letter)

L] X7 N

6. ZZ 45 (The complimentary close)

HRERH—FMEE, BN S5HIHKRRFAHE—2, I Faithfully yours, X2 R
RHPEANEER, MY TIUEN“E L. 1 54 Yours faithfully,” 5% “ Truly
yours, ( Yours truly, ) ” 8% “ Sincerely yours, ( Yours sincerely, ) " %,

7. %4 (The writer’s signature) _

- BEASA. BEFEBEREE, IMEXN T T REL NS BN, W ITF
b2 L

8. {4 (The enclosure)

WHE A B, BEFEZE T A3ES Encl. 5% Enc. , )5 H4I70,

HIMEH {ERLI ARE (The reference notation) .#3% (The carbon copy) I
H (The postscript) 5§, AT RAEF MR , RN ET f .

New Words & Expressions

enquiry n. ¥, order n.v.iTH,ITHL
offer n.v. T, HWM complicate v. {# 5 Z4{k
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to ask for HHR; B (1) in connection with %4------ HEr
to be liable to 5 F+-+--- iy outstanding a. KfTH)

to put aside JAE—A profuse a. BAXEH
facsimile(fax) n.v.{EE,KEE demise n.FET:

on the Web FEHEBLR b take pleasure in SRkTF (80
E-commerce B TFR% indebtedness n. 1A f#

pompous a. FEH) inconvenience v.n. () {8
to beg to acknowledge receipt of ZKIAKE) balance n. ¥(ff 50, &5
inst. ( =this month) 4 H illustrated catalog P A FHER B F
clear one’s account 45§ if possible HNA A B

as a result DA time of delivery ZZf¢H}]

trace v. JREE, #rif] indicate v.$§H ,H
commitments n. A& # L % delivery n. 324§

Notes

1. ---which is actually an exact copy of a document,a picture or a piece of writing

sent or received by an electronic system using telephone lines.

(6 H) b BRI B BESH—FZaA BT FEARERENEFRSE
k.

fax(facsimile (4EE) n BREAFEH v. REER

sent or received by--- it XHAEIE , A AIPIEE EEE.

2. At the moment , the E-commerce involves offering , ordering, enquiring,, payment and
complaint , etc. '

T, B FRF Y EMA T a8 T RS

3. but due to the unfortunate death of Mr. Noel, our accountant,we were not able to
settle any of our outstanding balances.

BE, B FRIAHSTHERREENEY, RIVTA KRR,

due to (H1TF) BA/MKeAH ¥ F1E, LA PAiR owing to/on account of/because of/as
a result of/thanks 1o %, BE BN Z, EMNHRNHEE, K5 RBELHE. W
because, since , as, for( F b ) R EW , G BHEA T

4. Please find enclosed our check for £ 620, and accept our apologies for any
inconvenience.

BEPR % 620 Jegh SR — 3K, AW, MITERNAEEEZRITHKE.

enclose J2“FERRE , 45" Z B, 7ESM B SETE iR e PR BIRR A, fn .

Enclosed is a set of sample cuttings.

m&%fgy#—ﬁo
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Enclosed please find our pricelist.

BER T AR H A —40, HEY.

5. One of our customers is interested in your bicycles, particularly Model No. PA -18.

RAVE—AZF P RHRI1E BT EBGER , 51 2 PA - 18 3,

particularly ad. }¢jilith ; Ju3L (= especially)

The last thing we want to do is to disappoint a customer, particularly an old customer
like you.

RIMNBABMIPLEBEFRENE , FHRBEXFHEHE

Thank you for your letter of May 10, in which you gave us a nice market survey,
especially( or particularly) the price situation estimated from different sources of supply.

B 5 A 10 BHeRE. fRhxmidtlE THSKAEDT, ﬁﬁ%ﬁﬁﬁﬁﬂtf‘ %
B i AR PTEAT AT R Bl

6. Please send us a copy of your illustrated catalog,quoting your prices FOB Shanghai
if possible.

WHFARIN—BHABERE R, WA, FHRRRIIE FOB L4,

FOB(= free on board) RE R ¥ 2 M ARG, Xm“ (FKiZH) ft LXRHK” , A
WE“BEM

Key Words

economy n.

L4y,

They will have to practice strict economy if they are to survive the recession.
IR AR B A R, LG

2. BF ;KR BT 2T

Our national economy is growing rapidly.

BIAWERZHFRRRE,

We have a healthy and vigorous economy.

BANETT RAR2 K KK E SR

The WTO( World Trade Organization) now represents about 142 economies.
HHAARBERRT KA 142 MEFHE,

planned economy 3R FF collective economy £R{EZ T
market economy THIHLETF economies of scale BT

national economy [EHREZH
trade vi. 28;#Ex
trade with L---... R
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We trade with other countries on the basis of equality and mutual benefit.

RIVEFSEEAHER FSHEHFTHS -
trade in 2% (#&)

They trade mainly in light industrial products.
I FBEER T ™G,

n.
1. %5 &K%

Our foreign trade is expanding day by day.

LIRSS H B KR

2. 74k

How long did it take you to learn your trade?

WEXTTF LT 02

The students can be trained for many trades.

Xt A ] LAHAT B FAT L IE I

market n.

1.1

The market determines what goods are made.

WGREE 4

2.4 1718

Your price is out of line with the market.

# I ks S ARAT

The market is strengthening.

s L.

3. 89K

There is no market here for such goods.

R TEX L B BB

4. be in the market for--- FETERIL.....-

They might be in the market for sophisticated equipments.

AT 1] AR ZE W SE AR B A

5. come to(into) the market T

We’ll contact you as soon as the new crops come to the market.
—BARBUR B, RITER SHRKR.

v. B S

This product is being marketed in all European countries.

X RITHT AR E K.

marketing n. E4&y; B&¥

market( be) firm with an upward tendency iR, F I Bk



