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Lesson 1

A Letter is a Personal Contact

The exchange of information is basic to business. Without it
business could not function. Every transaction needs communica-
tion. The letter is a common business communication medium.

A letter is a personal contact. This contact is accomplished by
putting words on paper. The writer of the letter puts on paper a
message ; thus a conversation begins. The writer has the “first say,”
but he may, and often does, invite the reader to reply. As the let-
ters pass back and forth, the two persons talk to each other until
there is a meeting of minds, or, for lack of it, the conversation
ends.

If you want to write successful business letters, always keep in
mind that you are going to have a talk with your reader. “The most
effective letters, "says a bulletin, “are messages from real people to
other real people. They should be easy to read and easy to under-
stand. They must be friendly and courteous. The often-stressed
point that business letters should develop goodwill is a principle of

vital significance. ”

Notes

1. The exchange of information is basic to business. {5 5 # 3% &
ROl %) [ESh g 2 Al
basic adj. R ; FEAR
#4101 . the basic vocabulary of a language (the words that must be

known). (— ﬁ)%?ﬂ‘]%#iﬂ?t(ﬂﬂz@hkﬁ%ﬂ?t)

2. function v;. EIEH
{5l 4 : Some English adverbs function as adjectives. & ¥ g]idH
<2



A EER .

3. business communication M/ B¢ 5 ; W58 H; W HE S M H .

4. medium n. #4; 'k FB
£l 1 . Commercial television is a medium for advertising. 7 )k &,

PRE—FEN Ok, FBD.
5. personal contact 3 H B & (&Rl
EERRAMBERREARZE”, MASAZEHZE.
personal 2% A il s EE 1
#1iM :a personal interview Z& A 9 #EiR
make a personal call 35 H &l

contact n. BEfdl; Bk &

4 : A club is a place to make frequent contacts with {riends.
BABE U SRR GEH By .
to bring them into closer contact {#ifh i1 EFYIBL &

6. accomplish vt. K8 ;5Z R ;L
$14 : to accomplish a purpose i3] H

to accomplish one’s misston 5¢ B {H

7. message n. {5 EGHE;EE

i 1 .1 ve just received a message from him. F&R|R| ¥k 2 fth—=¢
8
a written message 35 ] # 5]

8. “first say” & ‘Se i’ E R
say TEREH . WEEE.BENHE Sl 1 4.,

9. invite ut. ask for i#H:R
#10 : He invited our opinion of his work. iR 115y T

ERRER.

10. back and forth 3 ;£ &

%4 : He walked back and forth along the shore. 4b ¥} 3¢ [[]
.
11. meeting of minds & R.584 —&



12.
13.
14.

I
1.

8117 . A meeting of minds between the union and the employer
seemed impossible. T & 5B EZ BERZL2—HLUF
AEE.

effective adj. HIHY

bulletin ». /MEIZ4 B HE4C

real people BN EFAM A, F B EEREH A, B WisH ¥

EMA.

. goodwill ». BIFHRER . 4524 F friendship, Bl K H B K FH

'%‘Hﬂ
JEN SN o

. a principle of vital significance 5 4% L5 B & X fY JE W

Exercises

. Translase the following into English ;

—HERREAREEZRR. EEGRINHE HEHED
R ZAEE AT R, “BA AN BER EEM AL
HARARERD AT FRXS EHHE, N T A
L. R BEFEGUARH LB ENERBAIFEELR, X
R—1TRAEHREZEEXHEN.”

. Translate the following into Chinese

As the letters pass back and forth, the two persons talk to each
other until there is a meeting of minds, or, for lack of it, the
conversation ends.

In reality, you put your thoughts on paper, then you jump into
an envelope and travel to where the reader lives or works. Qut
you shake hands with him, ready to tell him why he should give
you an order, or merely that you like him a lot as a customer,
and will continue to serve him the best that you can.

The message is a written replication of your subject. In your

message, you want your receiver to have in his mind the same
L B



subject or concept that you have in yours. Yau are trying to en-
able him to see the concept in the same way you see it, to under-
stand it as you understand it, to feel about it as you feel about it.
The success of your business letter can be measured by the de-
gree to which your receiver has in the end the same view of the

subject that you had when you wrote the letter.



Lesson 2

Business Letter-Writing

Letter-writing is an essential part of business. The letter is
often evidence of an arrangement of a contract, and must therefore
be written with care.

When you have written a letter, read it through carefully; see
that you have put in everything you intended, and have expressed it
well; read it again, trying to put yourself in the place of the reader,
to find out what impression your letter will make.

What has been said in the previous paragraphs becomes even
more important when you write a letter in a foreign language.
Unless you know that particular language (for example, English)
very well you are certain to translate some phrases from your own
language literally ; these phrases may then convey quite a different
meaning from that intended.

A good vocabulary is necessary, both in your own and foreign
languages. Repetition should be avoided as much as possible, except
where the exact meaning does not allow any change of word.

The aim of the letter is to secure the interest of the reader, and

his co-operation. As a foreign businessman has said, his motto in

letter-writing is: Remember three C's Clearness, Conciseness

and Courtesy.
Notes

1. an essential part of business Bk 1% By — A TR
essential: fundamental & Zsfy

2. evidence of an anangement or a contract — L — A FH
L
-* 6 -



evidence n. iLH#E

{6 1 : There wasn't enough evidence to prove him guilty. #&# 7
AHUEYEIE BA £t A JE

. read it through carefully 8{Z M LB EFME —8,

through: from beginning to end P\ FF4HZI 45

5l 41 : Read the book through carefully. 4H.0HuiE 58X A&+,

. see that you have put in everything you intended £ E L {RAEE

W eiE .

see: attend to; take care B .>;iE &

541 ;. Please see that these letters are sent to the post. i Z
XLEE{THR .

. What has been said in the previous paragraphs 2 #1{# what &

the thing which 7 &,

. You are certain to translate some phrases from your own lan-

guage literally. {R—ESEAEIET B FMIFFLIES.

literally adv. word for word # =%

il s cranslate literally FE#8H1%, Hi%

. convey vt. make known (ideas, views, feelings, etc.) to

another person {35 (& & . WM EREE)

40 : Words fail to convey my meaning. {55 FEEEX R B
2.

. a good vocabulary #1#] good & large B9 &,

. to secure the interest of the reader §|# 5 A H ML

secure vt. succeed in getting 3515 ;{83

% 4m . Freight space is difficult to secure. fRfifEMEZRTE .,

10. motto n. JEA 454

Exercises

I . Translate the following into English .
FRARERBLIED P — N ERT S, BEEER
e T



