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Chapter 1 Principles of Business
Letter Writing

ﬁﬂiﬂﬂgﬁ'ﬁﬂl

Lead-in

As 2011 marks the 10th anniversary of China’s entry to the World Trade
Organization (WTOQO), the opening of the Chinese market has boosted the economic
development of China. The accession to the WTO has also accelerated China’s
integration into the world economy and the global trading system. With the expanding
of international trade, business communication gains more and more attention.
Business letter is an indispensable part of the business communication.

2011 FRFEMAMHARN - AE, PETSKITRREE T FENSFERE. WA
HRAR,, LWEMET FERAMRSFNLRAZERNPR. EERRABESAH
AR B TRBAERREHER. S BERE S WE P AT HGRE—IB.

7" Learning Objectives

In this chapter, you will be able to:
Understand principles of business letters.

1
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Know the basic steps of international trade.
WA,
- EIFRFBREEERT,
TRERLEPHETERAS AL,

Writing for a business audience is usually quite different from writing in the

., humanities, social sciences, or other academic disciplines. Business writing strives to

be crisp and succinct rather than evocative or creative; it stresses specificity and
accuracy. This distinction does not make business writing superior or inferior to other
styles. Rather, it reflects the unique purpose and considerations involved when writing
in a business context.

BHFBEEESAL HEBEXNEERELBERBXEERR. BAFEHE
BAIMEHT MAREERE, EREAK ER. XIMEAFEEBSESFEER TR
HETHMAEATRX . MR, ERBNERFART BENMETRMEK.

When you write a business document, you must assume that your audience has
limited time to read it and is likely to skim. Your readers have an interest in what you
say insofar as it affects their working world. They want to know the “bottom line” .
the point you are making about a situation or problem and how they should respond.

LRIESATR 5 B AEm , IR BB AR B9 35 B2 B0 i Rl A B, R T BB R 7EJL B 2
PREXWFEHNE., BT TARNEE, REOEEXN THREBEARFRAXR. 18
BRI R R T IR W TH X T 34 B2 B, A AT 40 45 4%
R

Business writing varies from the conversational style often found in email
messages to the more formal, legalistic style found in contracts. A style between these
two extremes is appropriate for the majority of memos, emails, and letters. Writing
that is too formal can alienate readers, and an attempt to be overly casual may come
across as insincere or unprofessional. In business writing, as in all writing, you must
know your audience.

45 5 1E KRB 5, T BB 4 B0 1 S SK RS 38 1) b Bk R AR SO A IE KU
EXFHEZAMRBESZEHET R B TFIRAEMGFES. SERSER, SERE>E
PEER, RS THE . XTRAAUAEBRMAREUNBRE. SHOEHE—H.E®F
Bt R —ERTRIRKEE.

In most cases, the business letter will be the first impression that you make on someone.

Though business writing has become less formal over time, you should still take great care
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that your letter’s content is clear and that you have proofread it carefully.

EERELT HFREHERAHNABTHE—BR. RERE,.HFEHFARALE
KT, RAERRE N AEHEH, BAHR.

Before we learn about the principles of business letters, we should know the

process of business communication with the following steps:
Establish business relationship (buyer or seller) .
Enquiry (general and specific) (buyer)

Offer (firm offer and non-firm offer) (seller)
Y N

Acceptance and order ~Y Counter offer (several times) N Declining a
counter offer

(sales contract) E!Kl

Payment (remittance, collection and L/C)
Shipment
Insurance
(complain and claim)
End

RN BRSBENENZH EEAEETHRE—THSFXEHNTSR:
o 7 7 6% % (T )
WAL (A, BN
RNCEE BREN)
,V \
BEIT =L EHEMULE) = FHETA
(s@fﬁl) R RER
it QLI FIE)
4
{
"
(FRWS 5 FNE)
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Business writing principles include seven “C”; Clarity, Conciseness, Correctness.,
Concreteness, Consideration,Courtesy, Completeness.

BHFEREMEE LA C”: B . ER AR AR AL . 2,

1. Clarity GE®EFERD

Good business letter should be free from any confusion or ambiguity. It should
insure clarity of thoughts with no omission of words, no faulty punctuation and no
disorderly arrangement of facts. There has to be affixation of full stops and commas at
right places so that there is no change in the sense or subject of the matter. Besides
this, there has to be proper specification of numbers and figures to maintain the
authenticity of the matter. The faulty punctuations or faulty words may prove disaster
or failure for the business relations. The writer must try to express his meaning clearly
so that the reader will understand it well. To achieve this, he should try to;

HHRFHEHREER—EFRAERERF KA. EREAKXEEN BAE
BE I, BARRNRAMALEFRNEEL., ASHESEERHIMNE, TN EW
BIEERE L. BRI, BT REREL R AERXFLBEAREREFLERN
RE. BREEVILINERE RBER . IR EEABRELTREREEREANER. X
SFERE, XREREMBMTILA:

1) Avoid using the words which have different understanding or unclear meaning.
BEEHAABRXREBEFRAFHHEIL.

e.g. As to the steamers sailing from Hong Kong to San Francisco, we have
(bimonthly) direct services.

The word “bimonthly” has two meanings: twice a month, or once two months.
The reader will feel puzzled about the meaning.

B ia“bimonthly” HWE & X: —MARR, HERWIA —K. BERTLRRE.

(Rewriting) :

a. We have two direct sailings every month from Hong Kong to San Francisco.

b. We have semimonthly direct sailing from Hong Kong to San Francisco.

c. We have a direct sailing from Hong Kong to San Francisco every two months.

2) Pay attention to the position of the modifiers. E BB MIENIIE .

e.g. a. We shall be able to supply 10 cases of the item (only).

b. We shall be able to supply 10 cases (only) of the item.

The modifier “only” in the above sentences modified two different words, so the
two sentences have different meanings. &% “only” 7 |k i B A F FEH AR F &)
W, A X A48 XA
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3) Pay attention to the sentence structure. ¥ 28] F4EH# .

e.g. a. We sent you 5 samples yesterday of the goods which you requested in your
letter of May 25 by air.

b. We sent you, by air, 5 samples of the goods which you requested in your letter
of May 25 yesterday.

Commercial letters should be clear and tidy, easy to understand the content. So a
writer should paragraph a letter carefully and properly. One paragraph for each point
is a good general rule.

REEHEEWZE. Bt EEZNEBERNGEPREE. —BRRE, - TB%E
— A B .

2. Conciseness (&R )

That is using concise sentences and fewest words, without losing completeness and
courtesy, to explain the meaning of a letter clearly. The followings are the methods of
making a letter concise:

HEREARSRNETHERRIAS FHAEREERENILRE MBS, T
REKB T

1) Avoid using wordy expressions. #%ILK K FREA.

wordy: We wish to acknowledge receipt of your letter...

concise: We appreciate your letter...

wordy: Enclosed herewith please find two copies of ...

concise: We enclose two copies of...

2) Avoid unnecessary repetitions. B FHALENEER.

Will you ship us any time during the month of December, or even November if
you are rushed, for November would suit us just as well.

(Rewriting)

Please ship us by the end of November.

3) Using short sentences, simple words and clear explanations. {8 Fi 45 47 . i 8217
T8 O BT B K

(1) Use a word to replace a phrase. A SR FEE.

f enclosed ft# enclosed herewith

F now fL#F at this time

Fi because {4 due to the fact that

Fj a draft for $1,000 % a draft in the amount of $ 1,000
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(2) Use a phrase to replace a sentence. Fl & B F.

Please don’t hesitate to call upon us.

Please visit us.

Please see that an enquiry is conducted to determine the reason.

Please find out the reason.

(3) Use words to replace clauses. FHRIIE{CEMNA4],

We require a full-automatic washing machine which is of the new type.

We require a new-type full-automatic washing machine.

4) Avoid padded expressions. ®ERid TR EE,

(It should be noted that) this is the best we can do.

(For your information) we enclose a catalogue.

(Please be advised that) we have received your invoice.

3. Correctness (A% &)

Business letters must be factual information, for they involve the right, the duties
and the interest of both sides,often as the base of all kinds of documents. Correctness
is the most critical principle of business letter writing. It refers not only to correct
usage of grammar, punctuation and spelling, but also to standard language, proper
statement and information, accurate figures as well as the correct understanding of
commercial jargons. Therefore, we should not understate nor overstate as
understatement might lead to less confidence and hold up the trade development while
overstatement would throw you in an awkward position. We need to check the
relevant information such as the name and the address of the recipient, the delivery
time and place, the quality, color, size, overall price and packing of the goods.

B H KIENE RLFAE LR, 5F D7 A L5 FERRFRBMHX,
EHEAmEL aRoKE. EREREFHLEEFRSETFERNR. EHEUR
U RAYE AT S LR BEEEA . SHBRXER, ENARGRFTBEINIES .
HR 7 R AEERER. Bt RIARFEBEHRE , WA BT K, AR
L%} J7 R XRS5 AT, BLFR B 3 I HE AT » SR F MR AL TS I 58 . ZE Rk 283515 o
BEEPROMKEFZAXGEE . WEARES ML, K86 ML, 7Y
BEE RB..E ek,

1) Grammar mistakes often occur in business writing. 7% &6 # % % i i &
HiR.

(1) with pronouns. {4,

Our competitors’ prices is 2% ~3% lower than us (ours).
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(2) with verbs. 4],

It is one of the machines that was (were) delivered last week.

(3) With conjunctions. i%1d] .

This fridge not only is attractive (is attractive not only) in proper price, but also
in good quality.

(4) with subjects. i,

While studying the report, the telephone rang.

(Rewriting)

While I was studying the report, the telephone rang.

Depositing money with us, our bank can pay you high dividends.

(Rewriting)

Depositing money with us, you earn high dividends.

2) Avoid using overstatements. 5% K HiF]

It is the lowest price available to you.

(Rewriting)

It is the lowest price that we can offer you now.

We are well-established exporters of all kinds of goods made in Sweden.

(Rewriting)

We are well-established exporters of Swedish sundry goods, such as toys, buttons
and stationary.

3) Accurate numbers. B F BT .

5% up to 10% both inclusive

up to $ 40 inclusive

on or after July 10

from the 1st to 15th of March both inclusive

for five days exclusive of the day of despatch.

for 15 days exclusive of Sundays

Stg. $445.00 (Four Hundred and Forty-five pounds Sterling only)

£15.01 (Fifteen Pounds and One penny)

US $450.00 (US Dollars Four hundred and Fifty only) or (Four Hundred and
Fifty Dollars U.S. Currency) or (Four Hundred Fifty United States Dollars) B

5ft. 10in (five feet ten inches)

1'5" X 2' X 31/2" (one foot five inches wide, two feet long, and three inches
and a half thick (high))
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1/4" pipe (pipe measuring 1/4 inch)

120 sq. ft. (120 square feet)

40c. ft. (40 cubic feet)

28" X 30yds. (28 inches in width, 30 yards in length)
4) Capital letters. K5 FH,

Business correspondence has its special regulations for capital letter writing

besides the ordinary rules.

BT ST — BB A AN S B R R T REFREF RN ER,

(1) North, South, East, West

When they are used for districts or areas but not for orientations:
HEMNRAXBEMARERT MR, EFHERE .

South-West Africa

North America

West Europe

(2) The name and the brand of a commodity, MG FMAE, . EFREKRE,
“Great Wall” Electric Fan

“Three-Star” Calf Shoes

Chinese Cotton Piece Goods

(3) The name of documents. XK EZF . BFBHEKE,

Price List

Letter of Credit

Catalog E-35

Order No. 123

(4) The name of the transportation tools, 358 TEMAFZ . HFHEKE,
the S.S. “Merry Captain” S
the S.S. “Lucky Prince”

the m.v. “East Wind”

the m.v. “Silver River”

4. Concreteness (B4R

Concreteness means being specific, definite, and vivid rather than vague and

general. Concreteness is always stressed, especially for letters calling for a specific

reply, such as trade terms, shipment, packaging, specifications and characters of
goods, figures and dates.

The following guidelines can help us write cencretely: use specific facts and
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figures; prefer active voice to passive voice; pay attention to word order, putting
modifiers in right place; choose vivid, image-building words.

RAFENERE LG L8, FEALAEMARE. ASERALK
B, RHREENRENFATRAENEN, EUHAB AKX EH. A% . RYHB 5%
RBF5AH.

MTHETURBDRASEN MBI, FHLANELARTE: BEHiES
MARBSELS; ERIAERIT EEMERER SR, ERESN A EERY
Wi,

Compare ;

ST858L 5-Band Stereo Radio Cassette Recorder is of full functions.

(Rewriting)

ST858L 5-Band Sterco Radio Cassette Recorder can deliver superb FM/MW/LW/
SW1/SW2/FM Stereo band reception. Full auto-stop and automatic quick program
search (AQPS system).

We have drawn on you as usual under your L/C.

(Rewriting)

We have drawn on you our sight draft No. 845 for the Invoice amount, US $ 560.00,
under your L/C No. 246 of the Bank of China.

Give specific time with date, month, year and even offer hour, minute if
necessary in business letters, but avoid general and vague expressions such as soon, at
an early date, good, nearly and etc.

ERFEREETEEE, URALENTE, 5 LA E . HHMER  MRFE
i, AES FJLAJLOS . #%3 soon, at an early date, good, nearly FHE S H .
FRAHRRIEE.

I will send the samples.to you soon.

(Rewriting)

I will send the samples to you in two weeks.

I will send the samples to you next Monday.

5. Courtesy GYLERERAD ‘

To establish and maintain a good trade relationship, the business letter should
follow the principle of courtesy. Courtesy is not merely politeness. It stems from a
sincere attitude. True courtesy needs to use tactful tone and respectful expressions to
show the honest attitude, thoughtful appreciation, sincere politeness, considerate

understanding and heartfelt respect.
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Avoid courtesy blunders in your letters. Discrepancy often occurs in business, but
it should be handled and settled with diplomacy and tact without ill will on either side.
Never show your anger in a business letter. Never use irritating, offensive and
belittling statements. To answer letters promptly is also a matter of courtesy.

HATRSIHRRE N EFRABDRR, WFEIEEBER—BREEEALRERL, AL
FA. ARFUA AR AR L, TAEAEF BT AR ERNSE.
BERBEESEN T, ZAKFHIBERT D R KW B RS RS R
BBEAHENEE.

WA HKRE. WHEPERRTE S, B R UESGEFEMT— 7 KRR
THrERARENGYHS OB ZERR., NREERSEHPRIHL PR, SR A%
AESH ERNRERRMBANSTH., RERFBRE IR,

Compare:

(Polite)

We have received with many thanks your letter of Oct. 7, and we take the
pleasure of sending you our latest catalogue. We wish to draw your attention to a
special offer which we have made in it.

(Courteous)

You will be particularly interested in a special offer on page 5 of the latest
catalogue enclosed, which you requested in your letter of Oct. 7.

6. Consideration (4% F M)

Consideration emphasizes ( You-attitude) rather than ( We-attitude). When
writing a letter, keep the reader’s request, needs, desires, as well as his feelings in
mind. Plan the best way to present the message for the reader to receive.

RERHBEUNTHEIEER(AARUACHE RN R . BREENEK, TR
HEWER.FBRBEMRZCELCE, RNBIFHITEXRERERELR.

The following points are necessary for writing a letter to embody consideration:
T HE 8977 %A B T AR B AR R

1) You-attitude 5 _— A

Compare:

We-attitude 35— AR

We allow 2 percent discount for cash payment.

We won’t be able to send you the brochure this month.

You-attitude A

You earn 2 percent discount when you pay cash.
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You will receive the brochure next month.

2) Focus on the positive approach 38 Bk & . IF 1 B9 2 1k

Compare;

(Positive)

We feel sure that you will be entirely satisfied.

(Negative)

We do not believe you will have cause for dissatisfaction.

(Positive)

Perhaps next time we can send you what you require.

(Negative) ‘

We regret our inability to serve you at this time.

7. Completeness (58 &) ‘

A business letter should include all the necessary information. It is essential to
check the message carefully before it is sent out. Whether a letter is complete, we
advise you to use five “W” to check: Who, What, Where, When, Why (including
How). :

—HEF P REUAXESTHANLERFE. ERRNUUMN, BFAREUSEHFFL,.
—HEEHES TR . BEUARAT“W’ R LK : Who, What, Where, When, Why (245
How).

" For example, in the letter of ordering, it must be clearly stated: what you want,
when you need the goods, to whom and where the goods to be sent, how payment will
be made. If you give a negative answer to the partner’s request, you should give
reasons and explain why.

BMEITRAET . LAHB RN : BEA 2T R, ANTE, BYRIMHBMAA
W, AnfaTAstER . xS R R AU A R A SE , B UL B B AT 4




