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Item One

Negotiation of a Contract







Situation 1

The Components of Business Letters
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SITUATION 1

—9’% Case Study

Sunshine Arts and Crafts Imp. & Exp. Corporation has received a letter from Australia
Office Systems Co. Ltd. Here are the envelope and the letter.

The Envelope

Office Systems Co. Ltd. (Stamp )
124 Oak Street
Chatswood
NSW 2067
Australia
Via Air Mail Registered

Mr. Wang Fang
Sales Manager
Sunshine Arts and Crafts Imp. & Exp. Corporation
12-11/F, Zhongshan Mansion
123 Hudong Road, Fuzhou, China
Confidential
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OFFICE SYSTEMS CO. LTD.

Office Systems Co. Ltd.

124 Oak Street Tel: (612) 419 3209
Chatswood Fax.(612) 419 4011

NSW 2067 E-mail ; info@ os. com. au
Australia Website : http: / / www. sss. com

February 3™, 2012

Mr. Wang Fang

Sales Manager

Sunshine Arts and Crafts Imp. & Exp. Corporation
12-11/F, Zhongshan Mansion

123 Hudong Road

Fuzhou, China

Attention: Sales Manager
Dear Sir,

Subject: Inquiry about your product

Yours Sincerely,
Angelica Rosetti
Angelica Rosetti
Purchase Manager
Encl: Catalogue

CGC: Previous Woods Amazon, Hong Kong Office

PS: Please visit our website: http://www. sss. com.




SITUATION 1

-}W Background

Communication is the lifeline of modern business. Among the different forms of
communication, business letter is the most frequently used. A well-written business letter
could contribute to a company’ s image. If the letter is clear and concise, the firm seems
well-organized and competent, which may ultimately bring about a lot of business. If the
letter is courtesy and considerate, it may help you eliminate the misunderstanding or
divergence of views between you and your counterparts. Therefore, effective writing has
become central to success of a business and writing letters in English has become an
important part of business professionals’ daily work in companies of foreign concerns.

However, to write English business letter well is not easy. You have to be familiar with
the relevant business process, have the knowledge of the basic rules and international
conventions; what’ s more, you should be acquainted with the layout and formats of a

business letter.
Part | The Essential Parts of a Business Letter

Business letters are the main means of written communication to establish business
relations with the outside world. Business letters are sent out to convey the image of a
business organization, therefore they must be presented on quality letterhead paper, with
suitable layout, well-structured message, correct use of English and appropriate tone. A
typical business letter consists of seven parts, namely, the letterhead, the date, the inside
address, the salutation, the body of the letter, the complimentary close, and the signature.

1. The Letterhead

The letterhead occupies the top most part of the paper. It usually consists of the name,
address, telephone number and fax number of a company. The letterhead can be typed out
but is usually printed on the company’s stationary information. Sometimes it also includes
other items like the company logo, website, e-mail address, etc.

Example ;

The Straits Beverage Co. , Ltd.
381 Wenshan Road, Hangzhou
Zhejiang Province, P.R. China, 310012
Tel: (0571) 87657868, (0571) 87667560 Fax. (0571) 87628180
E-mail : straitsO01 @ hotmail. com Website: www. strains. com. cn

2. The Date

.

The date consists of the date, the month, and the year. The common ones are M/D/
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Y (widely used in US) , D/M/Y (typical in the Great Britain). Do not use all figures in
the writing of the date, i. e. 2/6/13, because not all English-speaking people agree about
whether the month or the date appears first. Some people have the habit of abbreviating the
date, but this is not recommended for business letters, for this will create confusion.
Example;
October 10*, 2012 (AmE) 10® October, 2012 (BrE)

3. The Inside Address

The inside address is the recipient’ s address, the same as the delivery address on the
envelope. The inside address should include the reader’ s name, title, and address. The
inside address is placed at the left margin both with the block and modified block styles.
Depending on the length of the letter, place the inside address two-line or four-line spaces
below the date line. The full name of the recipient is required with a courtesy title before it,
e. g. Mr., Mrs. , Miss,Ms, etc. The address is typed as it will appear on the envelope. It
includes ;

1. name of the person to whom the letter is sent

2. job title of the person

3. name of the company

4. door number and street name

5.P. O. Box (if necessary)

6. city, state and postcode (if necessary)

7. country of destination

Example .
Mr. Kenneth Maxwell Bl - /R4t
Corporate Planning Department N AR
XYZ Company, Inc. XYZ /5 H]
00 West 12* Street i+ — K00 =
Toronto, Ont. , 000 000 TRIEAE 2R LT, lifk4w 000 000

4. The Salutation

For most letter styles, place the letter greeting or salutation two lines below the last line
of the inside address or the attention line (if used ). If the letter is addressed to an
individual, use that person’s courtesy title and last name, e. g. Dear Miss Helen. The
salutation varies according to the writer-recipient relations and the formality level of the
letter. “Dear Sir” , “Dear Sir or Madam” , “Dear Sirs” or “Ladies and Gentlemen” can be
used to address a person of whom you know neither the name nor the sex.

Sometimes some special titles may be used as the salutation. They are preceded by

7
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Dear and followed by the surname only, e. g. Dear Dr. Watson, or Dear Prof. Young. Be
sure to add a colon or a comma, (not a semicolon) after the salutation.

Examples of typical salutations are:

( For a man)

Dear Sir: Dear Mr. Johnson: Dear Dr. Faulkner:
Dear Professor Brown : Dear Rabbi White : Dear Senator Lyons :
FEM S BSOS tiS e o FREMIE NG L
R R B B - REMNLLE - T%F: FENERSUR:
( For more than one man) Dear Sirs; Gentlemen ;

FREM SN it
(If you know the person well) Dese Rt

FEM AT

( For a woman)

Dear Mrs. Robertson:

Dear Madam . . Dear Miss Bloomfield :
Dear Mayor Kilpatrick : ;
Dear Ms. Gruber: 32 1 B A Dear Professor Madison:
FEL A ;;;:g b 3 7 W ﬁiﬁfﬁ FEZ MM E M IE/RFE/NMH :
FR NGB I /R &+ ;L,; ‘ T 1) 32 1 R
(F than ) Ladies:
or more one woman
ZAA:
(I you hnow the n Dear Anne;
we
you Rnow person " % H"JTK‘ 1.
. Dear Client :
Dear President .
. Dear (Valued) Customer:
Dear Director of
( Only use the title) Operations ; Dt Mestther
rbaad RBUWES
s S SRF 1 (HNG) B
a i FEME

5. The Body of the Letter

The body of the letter is the most important part because it conveys the main message,
so it deserves writer’ s special attention.

The arrangement of the paragraphs depends on the layout the writer has chosen. It is
advisable to arrange the message in at least two paragraphs. Single spacing should be used,
with one blank line between paragraphs. If the message is very short, double spacing can be
applied. If the letter is too long to fit into one page, the message can be continued into a

8
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second page, which should carry at least two lines. One each continuation page, the name
of the addressee, the page number and the date should be typed in either of the ways
specified below.
(1)Mr. Wilson 2
(2)Mr. Wilson
Page 2
January 30", 2012

January 30", 2012

6. The Complimentary Close

The complimentary close aims to close the letter in a polite way, consequently making
a good impression on the reader. The expression used must be suitable for the occasion and

should reflect the writer’ s relationship with the addressee.

Examples;
. Yours truly, Respectfully yours, | Yours faithfully,
( Formal closing) B 2 s
PR ESER PRASHLHY RE Y
) Sincerely, Sincerely yours, Cordially,
Less formal clo.
(Les fornal cosmg )| iy PRIk Wt
. Regards, Personal regards, Kindest regards,
Personal clo ; ;
i 11 R I BRI

7. The Signature

Every business letter must be signed. The signature indicates the approval of the
responsibility for the content of the letter. In the signature, no courtesy titles should be put
before the writer’ s name except his academic degree or title such as “Professor” or
“Doctor ”. If professional titles should be included, they are usually typed after the
typewritten name. If the signer is a lady, “Miss” or “Mrs.” is often typed in the

“

parenthesis before her handwritten signature. It is common practice to write “for”, “p.
p-” or “per pro” ( per procuration) before the signature when signing on behalf of
someone else.

Usually four spaces are reserved for handwritten signature, followed by the typewritten
name. If the company name is added, it should be capitalized and placed immediately
below the complimentary close, but before the signature. It can also be positioned below the
name and title of the writer.

Example :

a. An official signing for his corporation:

Yours faithfully,
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Grand Resources Import & Export Co.
Frank, W. Weston
Frank W. Weston
Personnel Director
Or
Yours faithfully,
Frank, W. Weston
Frank W. Weston
Personnel Director
Grand Resources Import & Export Co.
b. A partner signing for his corporation:
Yours truly,
For ABC Corporation
Jackson Brown
Jackson Brown
c. A clerk without special authority to sign:
Yours faithfully,
For Sales Manager
John Smith
John Smith
d. An individual signing on his own behalf:;
Sincerely yours,
Henry Brown
Henry Brown
e. An employee with special authority to sign:
Yours faithfully,
Per pro Sunshine Textile Imp. & Exp. Co.
J. Bell
J. Bell

Part [ The Optional Parts of a Business Letter

Besides the parts discussed above, when appropriate, any of the following additional
parts can be included: the reference line, the attention line, the subject line, the enclosure
notation, the Carbon copy notation, the identification initials, the N. B. and the P. S.

notations.
1. The Reference Line and the Identification Initials

Some letters may have a reference line, the purpose of which is for convenient reply,

10



