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oule 1

Basic Knowledge of Business Letter Writing
(BFEHBERTAIR )

earning Objectives

(1) Knowledge ( H1i H#s )
Be able to grasp the structure and the related terms of business letters
REPALR SR R 5515 PR Z5 AR DR AT
Be able to grasp the layout of the envelope addressing
REAE AR Y 5515 B ook 75 J &k
Be able to grasp the basic principles of Business Letter Writing

AEAS 4R 7 5515 PR S VR A A SR

(2) Skills CfigJy Has)

Be able to write business correspondence with the knowledge of 7Cs principles

fikiz F 7Cs [FIUHS # 55 BRi R
(3) Personal quality ( & H#bs)

Train to be rigorous and serious
BRI AER IS
Train students’ ability of self-learning and problem-solving

HegredtE A 3 T R A PR ) RE 1

ocuses and Difficulties

Understand and grasp the layout of business letters
PRI R 5515 BRI A R
Be able to use the 7Cs principles in business correspondence writing

fEiz ] 7Cs I 05 Ry 95 R HL



&l

Situation

The sales manager Mr. Green of Container Company in Italy send a letter, consulting the

newly launched products. Wang Li is the salesperson in Beijing Hongyuan Container Company.
Please help Wang Li to compose a letter reply him by thank for his interests in our new products
and attached the illustrated catalogue.

Task
BELLELER, SHESRHEEENENSEAREES,

Writing steps for reference

1. The source of your information

2. The intention or desire of writing the letter
3. Self-introduction

4. Looking forward to cooperation

X
115 & RR
2. 5AER#H

3. BENB

4. RESHRZ

Lead-In

In the international trade, businesses communications are clinched to use business

correspondence, and all of the trades were started from a business correspondence. Letters
undoubtedly become the carrier of trade communication from the beginning to the end.

No rules, no standards. It is the professional qualities and skills for businessmen to be
complete, accurate, clear, concise, and polite in business letter writing.

EERFRRS T, AHERBEAER. —VRHSAREBRNREFFERITHRN. AE
PRI IR ENE BRSIR, 15 eRTCRERR 35 17 B 0838 1 #Rk4K .

“WAHMEE, A" RES5E8 (Completeness), #EHf (Correctness), 7572 (Clearness).
f&i¥% (Conciseness), L (Courtesy) #iH5 Fi 4515 R /2RI 55 A LU A1 & AL ZFR FdifE .

aN



Basic Knowledge of Business Letter Writing \ |

(1) The structure of business letters RIS {SFAILEH
A. The standard parts ( % =285 )

1. {53k (The Letterhead )

fFREIELEGE AR, Mk FEE B, A —IiERE R G LB ah & AR
FIR I 5%, BEES . Bfe . FEMBRBUERS S, EFER, FoFLEEafEy
LA TE AR . RS FIERRRSE . (F R ER RIS A —B EiE BER A s, fimk
th, ETEFEMER. A—-ROGEREREN, FLANSERERNSA LA, 7L, 7
MERF RIS mA T B, FF8ED, EYm a8 —g, EREEHEOEE
HLEfE.

2. Hi] (Date)

W TEERFEHS, WEE “A. H. 4", W: “Feb.16, 2005% 5% “H. H. ",
W: “16 Feb., 2005”,

3. {5Mi% 5 ( Reference Number )

RS FATEFER, AR, BEHHRITHS (Our Ref.) FIX A4S ( Your Ref.)
AR, .

Our Ref.: CS 49/77005;

Your Ref.: 2005/IB318,

4. ¥ Pybhtk ( The Inside Address )

BN FERE AR EZ i, AGERNAE LATHRE .. BNy ET5RE
Atk R A5 B B —WT4E , dsrdsN el NmiFe, (B 515 kMBS RE—
B HKFR, BB WUE MBS | SKERBRALAFR, 5—F1T, SRS, nl = FputT,
5 EEAMIARAA : XEBANE, —REGHSEE AT, BamARG
B EAEMR;, —ERRGERETHEREN, ETUEER. MEATE, —2EEA
BRI IR BEE AR Mk 53N RR . HHEARRF, W ARIE R B & A 4
i, #EERE; ZRUERWEESEERSE, RERERREE, XHERE TR,

5. R ( The Salutation )

PRERE B B —17 , fEE Wb F S WITAAE . F ARV RE A “Dear Sir” 5% “Dear
Sirs”, TABEEIM A “Sirs”s & E A “Gentlemen” ¥ N ( ASREFH SR ) |, BAEEFR
“Dear Sir”s WHEX &L, M “Dear Madams”, TE{F4MIZE N TG EFRIE, HH
HWRETFEHERS,

6. 91 ( The Subject Line )

PSR AP E IR EE R, —RAERMZK. R, FHIESARSE%,

7. IE3 ( The Body of the Letter )

IEXRFERPER, XEGFHFEISY, REABHFEANENL. FHKLELERIEX
B840, IEXC—BIFIIILIL, AARRIT, REEE.

8. 45 %% (The Complimentary Close )

GERGE N SR AR —2. GREIER 517, KTFEX—Mfr, EENAT

™ .3l"'



ARAETAE. WRAIFIAEERE, MEWLAN, HF-TRANEFEHERS, REBZ
HiES .

TERDLBET, B WS RERA

Yours faithfully, Faithfully yours;

Yours truly, Truly yours;

‘Sincerely yours.

9. %% (Signature )

ERANAELRERZ TS LA . LS BEAREXNPABFERE24%, ik
N FE, WRRTS, ETFEa2Z b, IR FEE LACHtEs, DRREE,
HEBE AEEEGWES Y, B4 TETLUE EACABRREskfn, FRIOES —BET
ZERiE—PitT, WRECPREMEA BT RS . AEEARLNE, TEHSBEEARHA,
| —fBE7E 3 44 B FHAE 51 I Miss, Mrs. 8% Ms.,  PAEX] 5[5 H1E A0 FRe .

filan .

Truly yours,

(Signature)

Alfred Johnson, Office Manager

China National Garments Imp. & Exp. Corporation

B. The optional parts (i%iFEE4)

1. The Reference Notation ( Z2Jp ACS )

S SRR EH D REMRS (BdT7 50 ) B2 EFR4HERN, HE S3RK
4+FF, W0 “ZCK/SL”. “CWL:HL” % . R+ 4T L2 NS B 2R A E 40
R RYE, LUMETLEREA,

2. The Enclosure ( Kff}:)

fEHanA M, BAEA T M “Encl.” 3 “Enc.” | MHFMEEIEXE SRR “Encls.”,
A PALAE A R R, SRR PRSI .

3. The Carbon Copy ( #i% )

BFEHHPEAEDHFAE =T, BiTE “C.C” H “cc” FH, REE LE=FHHERK
bt (AW RS ARAGHAE ), Fn:

C.C.: Rotic Co.

247 Queen Avenue
Yakima Wa. 98902

cc to: Sales Manager

cc to: CEO

4. The Postscript ( f+ )

& HATHEERERMFE. —okif, EXUEH—BARHSCHEKNE . MEAd
Al TR A B AR B — e fE R R AN EE .



Basic Knowledge of Business Letter Writing \ |

C. Parts of business letter ( HE{EFHEH )

Standard parts of business letter: Optional parts of business letter:

1. The Letterhead 153k 1. The Reference Notation ZJp AXS
2. Date HI 2. The Enclosure [Ffif4

3. Reference Number {5 Ri%i5 3. The Carbon Copy /1%

4. The Inside Address ¥}y itk 4. The Postscript ffi 5

5. The Salutation FKIF

6. The Subject Line ¥ H

7. The Body of the Letter 1F3C

8. The Complimentary Close %415

9. The Signature %3

1. Full Block Form ( 3%3Ls)

kAW FERHMER BTN TS, XFAr /-5 R E & R AR, B
BT3GRy, AR S A AR S, 1R P BRI Z s —171,
1 J&J Plaza New Brunswick,

NJ 076333 U.S.A.

Tel: 732-134-0800

Fax: 732-665-0743

E-mail: karrie@jnj.com

Date: 16th June, 20

Soft Health Care Product Corp.
Room 3201 Yili BLD,

56 Nanjing Road,

Shanghai, China

MeAZ 3k oh A
B A X

Attention: Mr. Chen, Import Dept.

Dear Sir,

Re: FACIAL CLEANSER

We’ve received your letter of June 8th enquiring about our WIIIIAM’S® Women Facial Cleanser



With Natural Oliver, but unfortunately, the stock of this product is running low due to the heavy

demand. But we will inform you as soon as the new supplies come up.

BEZNE—17 )
We sell a wide variety of Women Facial Cleanser. All of them are made of the NO ADDITIVES

formula. For your reference, we enclose an illustrated catalogue of our shampoos and we hope

you will find it interesting.

We hope that we can close business to our mutual advantage in the future.
_ Yours faithfully,

William & William

Nancy Fergoson

Nancy Fergoson

(Manager)

2. Indented Style ( Z5i#=t )

A ME RIS T IE PR SR, A, 4005, EAMLTRAH, BEBRINE
—IT B 3 B 5 Dk, XRBOEGRRE iR
DALIAN CURTAINS IMPORT&EXPORT CORPORATION
55 XINHAI STREET, DALIAN, CHINA

ES R
E-mail:dlcur@public.tpt.tj.cn L3 Our Reference No. S/K-J232
Fax:82852451 Your Reference No.
Telephone:61186669 Date: 5th December, 2013

Messrs. Johnsons & Warner
54 Tower Street
Sydney, Australia
Attention: Mr. John Smith, Sales Department

Dear Sirs,
B -—-;f—j-gﬁja‘-_g,gujs/,\';f;kg) Re: Lace Curtain
With reference to our Order No. TC303 of 16th October for 50 M/T Lace Curtain, we shall
be glad to know when we may expect delivery, as they are urgently required.

When we made the initial enquiry, your department assured us that delivery would only
take two months, and we placed the order on that understanding as we wished to have the Lace
before the end of November. Your failure to deliver by the promised date has caused us great
inconvenience.

Will you please inform us by fax of the earliest possible date when you can deliver these
goods. Should the delay be longer than two or three weeks, we shall regretfully have to cancel the
order.



Basic Knowledge of Business Letter Writing \

4k EF R Yours faithfully,
LA Dalian Curtains Import & Export Corporation
(Sig.)
Manager

3. Modified Blocked Form ( 2{EB5Fk=t )

M RFLX, FhES, BHESL, HAiREX SR —HFLEL, &
HEPEA
Dell Computer Corporation One Dell Way Round Rock, Texas 78682

Devon ELECTRONICS ESr h:-F
786 Devon Road, Round ROck £
TEXAS, USA
Tel:001-(888) 560-8866 Our Reference No. ODL-22
E-mail: gsl@dell corp.com Your Reference No.

Date: 21rd November, 20—
Shenzhen Science & Technology Co. Ltd.
" 22/F Bright Plaza
9006 Shennan Street, Shenzhen
Guangdong, China

Attention: Mr. Dong Lu, Import Dept.

Dear Sir,

Re: Our Offer for Computer Type II-G

Thank you for your interest in our latest Inspiration Computer Type [I-G.

As requested, we offer you 800 sets of computer at USD240 per set FOB Inchon for shipment in
February, 20—. We require payment by L/C.

Because there is an increasing demand for this product, our price is non-negotiable. We look
forward to your reply.

EHAm A
Yours truly,

Devon Electronics
Jason King

Jason King
(Manager)



(]il%i Addressing Envelopes {S3H95i%

ITEEEmF 2Tk, RIS RATS . SUE AR, Mt BT ENTE R H

13~172 [l FEEA I E, A A3 EIRENALE .

1RSIV R EE S vl s
WA N2 PR . Huhk i) S50 PR
Ik PR ARIAFR, ol et 57
ikt S ARIAAR, MBI T %8

“Mizs k3 (BY AIRMAIL )" &% HAth

BRAM AR, Wik

Mr. William Smith
Kindness of Mr. Robert

7k
Mr. Seok-Pill Yong 12F, A block, Kabul Greatvalley, 245
60-5, Gasan-dong, Gumcheon-Gu,
Seoul, Korea )
T Mr. George Gao
i;ﬁ A;if x_? %.: Jin Zhong Yan New Material Technology Co., Ltd
No.38,Xinhua Road and Shanghai Jinanlu No.18,
Xingtai, Hebei, China
Confidential
BY AIRMAIL
Jae Hyun Kwon 2FL., Cheil B, g | FHER
Usan Dong Wongju-Si, _ 245
Kangwon-Do Korea
Mr. Chris Laris
Top Brazil Hair
RUA URUSSUI75,
Sao Paulo, Brazil
Registered
H3E

F§ Mr. Robert 43245
Mr. William Smith

Mr. Brian Tories
c¢/o Overseas Trading Co.
153 Market Street

London

{HES D)
# Mr. Louis David
% c¢/o Mr. Harold Woo
W, N 40 Nsukka Road
3k
\#—?i/\



AR ;_3"
Basic Knowledge of Business Letter Writing \ Module 1.

HALWEE A FAALG M (Private); W (Person ); #L% (Confidential); %
{4 (Secret); #i% ( Top Secret ); {5 (Ordinary Mail); 24 (Immediate or Urgent); 5
4 (Registered (Re.g.)); TR (Express); i %5 HiE {4 (Via(by) Air Mail); #£ it #iE 44 (Sample
Post); 7 ffifuZE ( With Parcel (packet)) 55,

@ Principles for Writing Business Letter S{Ef§55{SHRRIEN

RIS EREIEH EEAE ., M T E., SR BERTHNES, Rm A gL,
HESERT #EBTR

FHBENZRES R, S, BRME. H5. BEZ, SERMSERNNEEN 7Cs R
W, RSSO R G RAEET . ). N 1B SIESESHK 7 MR
FhE “C” kM EE, BI5E%E (Completeness)., HEHf (Correctness). 1 2% (Clearness), fi]
i#i (Conciseness), H{A& (Concreteness), #L5i (Courtesy). {&ix (Consideration)

1. 5¢ %% (Completeness)

TERI SRR, B NAE S 15 B 2R A AT 28 AR A AT o]l A
R R, R % BUREIEEA AR, SHEL, AR BT AR rE.
—MEEEHAZE, F5 M SN S -8, 5RO EBEA B T a7 R4
WIES, LLEATE I IR A ad 6], AT s B WA RCR . Ah, e nT LAk R &
EFEARM G EALERL L,

fian

1) We have established through our bank an irrevocable L/C in your favor. (Worse)

2) We have established through our bank an irrevocable L/C in your favor which will reach
you in June 15 and remain valid until the end of June. (Better)

Bila) 2) it s S HEE 1) Ehnsess , W T A FIERRE H A RO , A
GHSE o) Gl

2. YW (Correctness)

RIS IR R S E DT HAH . 55, FIFXR ., RWERFREEMX, RHfES
Fof e ol PR O ARHE RN AT R ML B 9 B BEAERE . SRR FHIRI A 5 3 OB R R, S 3E
5 MM By G AL ERRIT . R, MERR TGRSR R 3B (E R B R S A I 2 —
—H TR S ARG RSN T HAZESRY, AMUEERAHE .| fRafFs. 5
A, StapsCRiER TR, T EABIRE R T R E R . B0 . SEMEm iR, F,
TEMEAT RO B R B MR AR R R, . WfE ARIRAR, 4. Hblib, 321%
W], oes, DARSTWISLR . B, RIS, B, B4, %%

il hn

AR Z SRR R AN AU &I 2L 5%,.” S A “The best we can do is to make a
reduction of 2% in our originally quoted price.” ( HH 5% IRE W, T 2%. A “The best we
can do is to reduce our original quotation by 5%.” ).



4 -

1) This goods’ price is high. (Worse)

2) This article is high in price. (Better)

3. {5 2% (Clearness)

HRERMFRIEGFREFEREEZNENZ —, —HEWAE . AALENBESTIE
REHE N, LEZESERAGMEL . EMBIERERE, NEEERER. MAMIRIEL &
IEWR A F45H

(1) REwPFEH g, EA—MtRRSES , EI A2 HEEERN R
ARTERS BET IR | mX g s A RIFEN R EE. F, £ EREEE
BRRLLfai ey W ARGRRY, AR, ARG B RIE

(2) BRI 0015 N % R IR i 18] | ORE AT LAkE S ™ A28 L. 4l “Those
who work rapidly get ill in these conditions.”, “rapidly” —ia] {3 B {3 4375 v BE 7= 4= IR AS
[F] g FRf# (AT LAFE “work” , AT LA$E “conditions” ) , WIKF H-2KH “Those who work in these
conditions get ill rapidly.” 4] F A B ESAEHIERE T .

(3) fE—H)iG , Bt ERE M AN A PR & LA, Bilan: “We shall take a
firm line with the firm.” H/A]H | 55— “firm” MEEE “strong”, A4 “firm” MBS
“corporation” . UNHHK4] FH R : “We shall take a strong line with the firm.” XM T
BREHEEET .

4. % (Conciseness)

RINERNSERE . BIIEMAKRIERE . BB, . —HRL 15z =R
HE T4, GERNEAREE, BAEEEAEA T, i, ARSI RE
KT TR BRI BRI XA K TS

EREMEI R BRER R ER, HREREAVENER, BFEEER
i) S5 A K8 . Bilin.: “We express our regret at being unable to fulfill your order on this
occasion.” A] LATAI i Hii: “We are sorry we cannot meet our present order.”

EHHAEENES, AT, REd DRI RS, .
“Will you be good enough to” B /: “Please”; “come to a decision” 2 }j: “decide”; “express
a preference for” M A : “prefer”; “for the reason that” (4 : “because”,

5. H{K (Concreteness)

i 551 PR A T8 T A R TR0 D T . TR IR BE R I G BE M) 4 X A B S IR K
BOEREME., Bk, £5. 43, RAETE, EERAMHZELIT soon, at an early
date, good, nearly FESH) . SHIAFHEEFR,

fl4n: “I will send the samples to you soon.” HLAUN “I will send the samples to you in
two weeks.”

IR REE HAKL ) AREEE 4T . Fln. “I will send the samples to you next Monday.”
FEN: “a significant loss” WU, “a 55% loss”, “in the near future” KM, “by Friday
noon”, “light in weight” NE “feather light” 5.

3.,



Basic Knowledge of Business Letter Writing \ Module &

6. L3} (Courtesy)

HTESL IR G KR, FFIER R —MEESALLEN, BILAER A 4L
$RIE N A{UA B AE @ B “Please” , “Thanks you” i XFEAIRIFIEIE L, M HZEAEF BT
[ R B3R S HBOR RSN EAL Y, MEIARBRATT. KTk, BARRALE R NEA 4R
BEEJLA T : ST EPRE S AOREE; HEXTMRGEIE; S REEER, @l
M40 SR, EEMER, REAZHFIESEEN AR MAZSMT; 26
TR . HEARE RN TELA G KRR ASE BTN, BOZ IR %

filan -

1) You are requested to ship our goods without any delay. (Worse)

2) Your prompt shipment of our order will be highly appreciated. (Better)

7. ki (Consideration)

PRSI R R 55 3k P R TR IAE & P e R K — B2 15

PRTAUR AR 5 Rl 4o Y &R, L2 A8 T R 55 ek ri Pt — BSR4 S 0. 7R J7 IS 4,
JAE, MBOhE RS, UEXBIFHHGEN. RAXH, AEESRRIN T,
X BB A A . EMEAR, SEAFERUTHA

1)/ &7, “85” 2T KT & OCRAT. Bl

You will be happy to know...
Your new charge account is now open for your convenience.
2 ) iRy 2Bz B R X L B IR, N

We are now enclosing the latest pamphlet to you for your reference.

You earn 4% discount when you pay cash.

M B3R 7Cs JEM H, FRATAHMER th , FIAEMT, B, REmiE S, e, ER. 4L3
wFE N EEANERE, BAENZS IR EENRAE B, Hik, E£5FNERE
i, BT ERRPIENS . EE AR LARERIEMESS, EEEEEEERNA , B
Boxt F A RME R AIRSZ . 7Cs JENIAE D —Fh BB R SRR Sk, AU R
BRI T BAAbRE, T EH#E S EE A A NSRS ER I T ER&RER,

™ uggestions for Teaching

Present the situation and conditions The students arrange the given

to the students and instruct the students to letter according to the situation and then

grasp the structure of the letter and let them
in groups to analyze the letters based on the
7Cs principles.

HOmay MAF R AR ER, 51 F¥
818 TUE R RN AHESR, JFEOR¥
AR BRTCSIFE I 38T . DS R

summarize the outcomes in groups.

ik 2 A AR R B0 45 A I SR HE
FEHR L GEEHWAR, AREIMAILRE
.

LY



@\; Try to address an envelope according to the name and address given below:

Sender: Apparel Glory Co., Ltd., Suite-406, Rose View Plaza, 185 Bir Uttam C.R.

Datta Road, Dhaka, Bangladesh

Receiver: David Hu, 5/F, Huayuan International Building, West Wenhui Rd,

Yangzhou, Jiangsu, China

@ Arrange the following in proper form as they should be set out in a letter:

1.

me BRI I

1 1l2l »

Sender’s information:

Company name: Guangzhou Colorful Trading Co., Ltd

Address: Zhoucun, Baiyun District, Guangzhou, Guangdong, China
Telephone Number: 86-130-27980419

E-mail address: coco@hotmail.com

. Receiver’s information:

Company name: Compaq Computers

Address:20555 SH 249, Houston TX77070, USA

Date: April 25, 2010

Attention to Marketing Manager

Salutation: Dear Sirs

Subject-matter: deerskin boots

The message:

Thanks for your offer for deerskin boots.

We feel regretful that our buyers find your price on the high side.
If you may allow 5% reduction, we can assure you that substantial business will
materialize.

We look forward to receiving your early reply.

Complimentary close: Yours faithfully



