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The purpose of this book is to demonstrate to the reader ways and
means of writing contemporary business letters. It does so through the
provision of explanations and models of a wide range of business letters,
at both the corporate and individual levels. At the corporate level, there
are letters between importers and exporters, wholesalers and retailers,
bankers and financiers, business firms and governmental agencies, etc.
At the individual level, there are letters between a parent and his child’s
school, prospective migrants and consulates, clients and banks, etc.
e EREERIARBFEREERTENENS, B
REJG M FEE WX R, £V ABAAFZE R EER
HIZ R S ERER. EOVHSER, R THOBSH
AR, #RS5FEH. RITEERIAN. S SBUFHLRZ RIFE R
FEREEME. EMAESER, METHRKEER. PAEBR
RESEE. ZPZE. RN ASRITZIEBBERERE,

This book is intended for those who wish to learn and master techniques
in writing modern business letters. It can be used as a textbook for the
business communications student. It can also be used as a reference

book by all those who need to write business letters. For example,
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businessmen who wish to write effective workplace letters, prospective
migrants who have to write various types of letters to consulates,
schools, banks, business firms and governmental agencies, etc.

XARF LIS H R I ME RN S EREERTTIEE
MwS, BERTEARSHRIERENEM, thE—FREMENINA
F&FEGER TR, fitn, mHSALHESHERMTIEER,
EEHEBRTEMALFTRZEGWFEE. FK. BT, mLaAEM
BURFER T TSN B A RIR B A5 8

The book begins with a brief discussion of the role of letters in the
modern business world. It then describes the various component parts of
business letters. This is followed by a demonstration of the styles, format
and layout of such letters. Schematic representations and annotated
models of the three most popular styles, the Block, the Semi-Block and
the Indented Styles, are presented.

LB UREN AR S BEA BN RI L, BZ#iT
RSEHRNSNERES, BEENAHFRT TEHFNAR R,
R R, FEXT M ERRR . M ED RN 48 i Bk BN IX = FhHERR AR (4R
LT R B B AR .

Six major types of business letters are studied in detail. They are Letters
of Enquiry, Letters Responding to Enquiry, Letters of Application,
Letters of Confirmation, Letters of Complaint and Letters of Adjustment.
Abundant exercises and models are given.

BEXNAMEEFVERBTTHERONE, 2900 B
R, FIRK. PER. #AR. RIFRNERE. ZBTRMET X
BRI,
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All the model letters included in this book are intended to help the
student in his or her own business environment. In most instances, all
one has to do is to identify a model closest to the situation in question
and replace the details given by those relevant to the situation.
FHIAFHFE SRR EEEHE TP EFHE
o ZEEMABOT, SEFEA LRI AN A K S5 5 S % i
EMREMHRR, BREMAEOES, FREFREAR, URE
AT AEH S RENESET.






& ok

Contents
BE—BE HERR oo eseeess s e R e 9
IBEFOLUBHION. .. ...... covvsvesasvassvosssvenssimsmmsssesmasss s s s o erssess 9
BE WHERNERIRD . RIS s 14
Parts, Styles and Layout of Business Letters................................ 14
BEZEE BT .oooeeieeeceenes s sss s ssas s ses st s sttt nie e 43
LBHETS OF ERGUITT ssssssssssommssomusnessmsmam o s smesssssmmsas 43
BEPUEE  [EIEIBR.....ooeocveeeveeesseenssse s s sass s bsss s s s cm e s bbb 56
ResSponses (0 ENQUITY ..........ocvveeimiriicrmimmniiisisiinninnsissseeiecnnssenes 56
BEFEE BB oot sss s bt nebe e eenenaees 73
Letters of ApPlICation: ..o smmammnsssnsssasssssrssvsmsessises 73
BEFSEE  TTABR oot ves e ettt enane 96
Letters of Confirmation..................ceeeiiieivrerieeeirrecneencecreecneecenene. 96
BB BRURE oo e 112
Letters Of COMPIaiNt ..o s nvvssssssssmisssavemamrivsos 112
BENEE TIBBER.....ooooooeveeeeeesreeeesseses s ss s e enesnes 132
Letters of AQJUSIMENt ............c.cocoueeiiveirinciiiirniiiieiiccecie e 132



| ws PlExmsumsn

H @3

Contents

) .

BT BFHIBRTE S oot eeeese e sssesessbsssssse s et sesssss e 158
Models: Letters Of ENQUIrY ...........oomeeeeeeeeieneeeeieeeeerecceeeeanen 158

" EEETIL. ..ot s s s svmms s e 167
Models: Responese tO ENQUITY ..........cooeeeeerevremvenmecnecrienerennenane 167

BERS BHBEBRTE I e sssesssse s sssas s sttt essssssssns 178
Models: Letters of Application..............cccccccoveeineeioeioviceeenaes 178

e TV O ——————— 189
Models: Lefters of Confirmation.................cccoeevvveerevccicnvenennnnn. 189

BRI BEURBRTEIC covverreceeeeeetsessesseessssssesssess s ssesssessesss s ssssse s senesssessaneees 198
Models: Letters of Complaint............cccovcervirvviirvsinneciissnenssannns 198

BEREAS TAMRRETE I ccovvcveoseeseeesssesnsssmsseecsssesssseesssescssssesases s ssssesssscsssesssesesns 210
Models: Letters of Adjustment ............cocooemeeeeeueeeeeeeeeeeeeenann, 210



S0 =izl

FH—a ik

Introduction

@ BRI HI3ZF Effective Communication

the facmties available.

EX Z?'Emﬁ']@.jrﬂ'fﬁ ﬁiﬁlﬁumﬂ’liglﬁx ﬁﬁﬂ“o Eﬁﬁikﬂ’]ﬁilj]
ZEFHEE, TRNTRAEOLN. PENNETH, EREXRE TMEENX
R XBEHE B OMIERRERE,

5. —MEERZREN

Letters: a Popular Medium of Communication

The written mode of communication has always been popular as it generally
provrdes a more permanent record of the messages transmitted. This mode
of commumcatmn consnsts of a rather great vanety of media. They mcludeky
letters, memos, reports mstructlons notfces meeting agenda, mlnutes and
others. Among these letters are the most frequently used medium.
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MXFHREhRIFEFR, REERAGRFHAEEANEEMERATT
e, XFRETREETHLYSHNEN. ENEHE: 4. E5X. KE. B
£ B, SWNE. SUERTFE. HY, BEREARAENERETIR.

 Letters are communicaﬁons in wntmg Théy arewntten to provide information
or seek action, o:r both. There are personj fietters and business letters.
Personal letters are mostly correspondence between individuals. They are
mainly concerned with personal matters and convey personal messages.
Such letters come in a great variety of styles and formats but these lie
beyond the scope of this book. On the other hand, business letters are
mostly correspondence among business organisations or between such
organisations and individuals. They are mainly concerned with business

matters and the messages conveyed are in essence, business oriented.
There are often conventional styles and formats to adhere to. Such styles
and formats are finite in number. This book aims at introducing to you, the
learner or the prospective business letter writer, styles and formats used in
contemporary business letters. In addition to dtscussmg and explammg such
conventions, abundant examples are provided. ‘

FREBIXNFRBLARN. BERATRHER. IRONABWERM,
EHIIMANEHENESES PTABERSEMNAZENEKR, ARTERITE
RASHEMFEAMARGR. EGEGHRENEISHER, BBRT ABHNEE
E. A—7HE, BFEREFHUVEERIASHMEEAIBRNERAN, T
MNP EBER T RABFFEANFTLESNER. BE, §SERNREIERE
HATREN, LBEGIFE, BEEERENBARFTFFERANEMER, FHEX
BEBHEIHT TN,

Q Z= 75 % HE Organisation of the Chapter

This chapter provides a description of aspects of business letters. It consists
of the following sections:

X—ENHFFEREHTEMATHER, SENTILERS:

-10 -
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Q B &{Em AT The Role of Business Letters

: Busmess Ietters are of cmc;ai xmportance in the conduct of busmess |

the outssde world Such oorrespondence is oﬁen the most 1mpoﬁant means‘
by which business relations with clients and associates are gstabhshed.

ﬁ%f‘ é&ﬁ%ﬁﬂ]qﬂﬁéiiﬁﬂiﬁﬁo bﬂ’]E’\TRT%K*%B’]ﬁEﬂF#},ﬁE
EERENAR, XIXBRATIRRADEEAETERKFEAHETRREENA
o EMBAIERL, FREFRATSEFARBRANE R, BE—HL
R, HFERSWEZAIER—MRPEDR.

' Dasp:te the grewing t;se of telephones and ethar electrenic media some
authors pomt out that letters provnde the most personal" contact between

Rﬁﬁ%ﬁﬁif&%?ﬁﬁkﬂ’]ﬁﬁiﬁﬁi‘& Lm’ﬁ“ﬂ’ﬁ%ﬁatﬁ 1“#&%
BEAXSHWNBNBANXZ BREDNBEE AR, A, BREETRES
BiE. B, AEARNDFRENERMRT, BOREFERZT—REALHIER
HEEZEL, REEREELBENFTRARIH,

- 11 -
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Some Features of a Good Business Letter

It is crucial that letters should create a good impression. They must be well
organised, attractively displayed, and as far as possible, free from errors in
spelling, grammar and punctuation. If a company maintains high standards
in its letters, it usually suggests that high standards of service are also
provided. A well-presented and well-written letter may well pave the way for

an essential business relationship.

EEHRARETRRYNNRE—HBEANSENXE. EE M BESHEL
B, MEREMXFREWHTRENRENTERERTRI S, MAERTHE
HWHHE. BENGRRERREREE. IR-RAVERETEERKARFEK
#, IRBREXRADEAHSERRE. ARNFLRES, —HREBMEES
RUNNEREBHRINRPBERN T EXRELIERS,

Every letter should have ah aim.‘ A Iett‘ér‘is often judge‘dy;b)f Wﬁéther or not or
how well it fulfils its aim. Moreover, a well-written letter normally embodies
the following features: accuracy, brevity, clarity, courtesy and interest.
B—HERPERF NS, ¥ HERAEMNIFHEEEECRSHAER
MEELESMATE. W, %, fi%. B7. iIRANEEREE—HEEER
A&,

@ 7 515 HRIFhZE Types of Business Letters

Different authors suggest different classifications of business letters. Many
“authors prefer to distinguish between Letters of Enquiry, Responses to
'Enquiry, Letters of Application, Letters of Confirmation, Letters of Complaint
and Letters of Adjustment.‘Othérs may prefer to classify them as Persuasive
Letters, Good and Neutral News Letters and Letters of Refusal. This book
adopts the former classification, the one employed by most authors.

.12 -
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FEMNEENBEHEREARDNS %, TEEZEAETHEHD B EEA.
OE&. BEFK. WAR. RIFRMNBRR, Hb—EEFUEHI HFWE. K&
BE. BAETIELRE. ABUETE (Z8EE) BoEENE

W A H &4k L HE Organisation of the Book

Chapter 1 provides background information of the book. It reviews a number
of general aspects related to business letters. Chapter 2 examines the
components of such letters. This includes considerations on conventions
used in letter writing in the western business world. Models exemplifying
styles, format and layout of business letters are presehted. Chapter 3
focuses on Letters of Enquiry. Chapter 4 deals with Responses to Enquiry.
Chapter 5 tackles Letters of Application. Chapter 6 studies Letters of
Confirmation. Chapter 7 investigates Letters of Complaint. Chapter 8 handles
Letters of Adjustment. In Chapters 3 to 8, abundant exercises are provided.
F—ERRFRHATAIAENERAR, M T XFEFSERNLIELAST,
F_EXRTRAFHNARTS, RPEFzATEABGSENPIIBENER
BR, FZEFPTHEER, FOETLEER, FEHEEETHER. EAE
EEHIAR. BLERRKIFR, B/\ERRARR, AF=FBFNEN\ES, F6
EERUTAREBNBFEEREISE,

Model letters relating to the exercises are provided in the Appendices. You
are encouraged to work on the exercises first and then consult the models as
references. ,
toh, AMEINICEERE A BBRER R P, ABREEEEFHASED
XEIAEM—EBERE S, DBKBEFNFINR.
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B RSEERRALRE Sy . U Sk X
Parts, Styles and Layout of Business Letters

W ZH /4B Introducing the Chapter

ABEEFENIBNS. T—BHTENET HEERNAREN. B85
ST U S AR T 38

w 1 515 R E R ER S Parts of a Business Letter

—HHFERITUDT A= BRI EHEFEANKEARTTOELEK
ZPTRL, AT D4R

Writer’s or Return Address FIEAREIE A
File References bL R
Date Line B #5



O3 BEERNARES. RESKER ]

Reader’s or Inside Address HEARIEEFEE
Attention Line WMAZAR T

...........................................................................................................

The second part consists of the actual message itself. It may include:

FoRSLELGEMLNER, 8.

Salutation i

Subject Line or Heading M RAFH

Introduction A4

Body iE

Conclusion or ‘Stating Intended Action’ £ X MM TSh e RE
Complimentary Close 8 R P R 5

Signature 25

Name & Title of the Writer FIEAM L FoARiE
Position of the Writer FIEAHERL

...........................................................................................................

The third part consists of supporting information such as:

F=Ho2HWEE, .

Enclosures i 44

Copies to Others HEZHFHIERI M
Writer and Typist References B A AF AT F 5 AR IR
Indication of Page to Follow WAL ARIL

...........................................................................................................

Many of the components hsted above are obligatory in a good busmess
letter. Others are optional and could either be included or omitted accordmg
to the purpose(s) of a particular letter. For instance, if a letter is sent with
documents enclosed, an indication of its enclosures should be provided.
On the other hand, if nothing is enclosed, the letter should not include any
enclosure reference. Details on how to specify enclosures are provuded in
the Enclosures section later in this chapter. Meanwhile, a descnptlon of each
of the components of the business letter is provided below.
U EERNETHEREEDR, L2 HEARBENESERLTAEN.
HMUEFEFMEN, THRIESNMERNSEEMMMUERNEE, fln, 28X

15 -
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HREE—EM L, NEESRPRTEXENEE. 5—AHE, HREHETEH
EARERERYE, HERUAREEEARAFRER. XTRENFHREERS
ETEETHEAHE, ETRENFSERNE—NMEARBIHITHERZHE.

w 15 A E{= ik The Writer's or Return Address

This is an essential piece of information that has to be included in a letter as
this informs the reader where to send his or her reply. It is usually provided
at the outset. Normaﬂy, you cculd choose between the open and the closed
~styles The closed style reqmres the use of punctuation marks at the end of

each line whereas the open style om;ts the punctuation marks Compare the
two following exampfes

FEARLERUI—HEAREAIANER, ARABENHNEERHTERE
Epthit. TREMTEHANTR. —KRME, EEREE TR #1 “HiF
X" T, “HAR" BRESTEBZARSHES, M “FHRRA" NAK

THIESFSHNEA. UMTENXAMARRAARNLEER.
1. 48 George Street, it X 48 5,
RANDWICK NSW 2031, A R 2B R A 2031,
AUSTRALIA. BRA T
2. 48 George Street g kﬁT 48 5
RANDWICK NSW 2031 i RN L& LT 2031
AUSTRALIA XA

...........................................................................................................

In the above examples, did you notice the presence of punctuation marks in
Example 1 and their absence in Example 2? Example 1 provides a model of
a closed style address while Example 2 a model of an open style address.
Please also note that on the line where the house number and the street
name occur, it is customary to omit the comma between the two elements.
Study the following examples:

M ER 2GS, RERIREFRAES 1 PHZAREES 2 PHERK?
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