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Business Letter-Writing

Principle of Writing English Business Letters

1. Correctness

Correctness here refers to accuracy in style, language and typing. Of
course the correct grammar rules, contents and the forms as well are also
important. No excuse can make any errors acceptable in business letters
because it concerns about the rights, benefits, responsibilities between both
sides. So every effort must be made to ensure the accuracy of business com-

munication in all respects.

2. Clearness

The business letter must be written so clearly that it cannot be misunder-
stood. First, the simple language is what is needed for a business letter. The
writer must have a clear idea of what is needed for a business letter. The
writer must have a clear idea of what he wishes to convey to the other
part. Second, in order to be understood by the recipient, it must be in clear

and easily comprehended language. Third, in order to avoid the confusing idea
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to be made, writing the exact words is also necessary. For example, you
should avoid using these words instant ( this month ), ultimo ( last
month), proximo (next month) and so on. At last, the more urgent the

matter is, the more carefully the letter should be checked and rechecked.

3. Completeness

Writing a business letter whether it is an initial letter or a reply, you
must make sure all the information should be contained. For example, accep-
ting offers, you’d better write clearly such as price, discount, insurance,
payment and so forth, because the kind of letter, to some extent, is like a

contract. If it is incomplete, it may cause unnecessary dispute.

4. Conciseness

Conciseness is as important as other principles. A concise letter is not
necessarily a long one, but it must be written in clear, easy and simple
way. That means saying things in the fewest possible words. Generélly speak-
ing, you will gain clearness and conciseness by writing short sentences rather
long ones. Avoid wordiness, redundancy or unnecessary repetiti_on. Keep

your sentence short. Eliminate excessive detail.

5. Courteousness

Courteousness in a business letter not only means some polite words but

expresses your enthusiasm, consideration and friendliness. It can make you



Unit One Business Letter-Writing . 3 .

keep friendly relationship with the other side and continue to develop your
trade cooperation even if you decline his requirements. Meanwhile prompt-
ness is very important because no one likes to wait a long time before he gets
a reply letter. Another important aspect of courtesy is the “attitude”, which
simply means in our letters we should always keep in mind the person whom
we are writing to. See everything from his position of view. Ask yourself
how he will respond to what you’ve written. If you have your reader’s inter-

est in mind, you will receive an unexpected trade effect.

Layout of Business Letters

I . The Envelope

Overseas Trading Corp.

1250 Changan St.
Beijing 100710
China

Messrs. Smith & Co.
153 Third Avenue
New York NY 10017
U S A

Here is the diagram:
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Sender’s name

Sender’s address
Recipient’s name and title

Specification Recipient’s address

1. FHRELAERFEANEL M, Z#EHETMERA 42—
ZXAL i EEFTR) A T A ERE AR S . IR EBERE N
THRBRRELEN B HILTENTE.

2. Huht FFRIE /DT BIR T RF S, A, =, AT, WKEE
TE. MEEAF, KEARRER, REEIIMSHE. HELK, EEER
B, MNERE F AR R RS ER A

TS E A A No. . Road, Street, Avenue Fll Boulevard T L 43 Bl 45
BX “Rd.”, “St.”, “Ave.” F1 “Blvd.”, EB&iE/GINEAI “. 7 AL,
—MERWFXENTTUEE, R New York fEA— MR &, BHEHE
&, BfERME, ATREENY,

HEZEFZKANRE Y. RERALAASHE, =B FRRAMIER
T, ERANTFERRRX ., SHEEFEEMNENERE. fn.

Mr. James Allen, Executive Secretary

And Assistant to the President

Martin & Simmons, Inc.

2140 Commonwealth Avenue

Boston, Mass. 02109

U.S. A
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FEBB S RIBEA A C AR, fitn.
Brizier&Co. , Ltd

4 Oxford St.
London SW6 6DB
U. K.

3. IR BETE » W5 AREL AL iE %A T 5 =g .
D BEHFEA B MEENA
Mrs Joyce A. Cavitt
President, C& A Realty
246 Dover Drive
New South Wales 2030
Australia
(2) BHFLAF DAL R G
The Traffic Manager
Benton Printer Company
344 Maple Drive
Columbia;, SC 29205
) BEHRAREKE
Messrs. Harouno & Bros.
MIYAHARA 4-CHOME
YODOGAWA-KU
OSAKA, JAPAN
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AL RN FIAFRES, BUE N E “Messrs. » (338 messieurs, &
EWRE) . RRANGIERATLIRE, ARSI,

4. FE ML T EERE L. FEAREES, Ahnk A .

5. 7E{5%t 72 F 321 specification 4k, At B b #H 7 R BEE, W
Registered 5 Reg. GES15) %, mE:
~ Confidential JL#{E
Registered #5157
Private A Af&
Express i HR {4
Sample Post F¥ i HR1F
Parcel Post fLZEHF1F

Ant, EAUBEESRPEA “c/o”, B “care of?’, BEE “H-r L2
Mr. Charles Wood

¢/o The Sales Manager

Percy Astins&Co. , Ltd

12 King’s Avenue

RICHMOND Surrey

TWE6 ISJ

Britain
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I . The Letter

— BIERL SRS
— B L 53 g b ST AT B ER 43

BEBIE: AN
1 f5%; 1. 3

2. B 2. BhA;
3. Pl 3. Wi

4. B 4. Pik;

5. fEIITESC; 5. FRI.

6. LTk

7. B4,

BRI, — BT RUAT . T HES BN B0 & T Fa]
B HAE. BMAEEED.

W & 85

1. {23k The Letterhead

R kBRI E PR B AR R E ) HI4E,

WEHEELT, AFEHSLIINGHERLINEER, BEEAEANLES.
Huhk. HBiE. FES. YRMBEEGEEHRN, BERERXMEEKMATLL.
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2. HH#4 The Date
XEFNERN T T ESFEAGHRN. Hln.
(1) 18 July 2001 or 18th July 2009

(2) October 22, 1999 or August 5th, 1998

3. Hf ik Inside Address

— B HEICAE R BB P HEER 3 L EE

(1) Name of person addressed;

(2) Title of person addressed;

(3) Name of organization;

(4) Street number and name;

(6) City, state/province and postal code;

(6) Country of destination.

XEEREEANEL ML, —BEERFENLE B, WG
BRSNS E LR AER, ELFREEANELZ—HEH. 55, WRA
RuEEAEMHHELER, RECENAFRRREER BB HEA AR
ISR, B THREX RN ERE LU TIREARNSG, TR
AEE B k. B0

Mr. George Allen

Personnel Manager

Telex System, Inc.

24 Sunny Road

Shanghai Branch P. O. box 350

China
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4, FRPE The Salutation

FRIFRIE ST WS A —FhFRIE . B EAA “Dear Sirs, Dear Madam,
Dear Mr. XX”, #FFEH—BREMES “,” RAREPIRHAES “.7. &
PRS- FHERE,

RS, EXMIBFRIFEA “Dear Sir” g “Dear Sirs”, EEAY
A “Gentlemen”. MR E%A %+, WLIH “Dear Madam” = “Dear Ms. /
Miss”, BAEILH. WRABHEXN T RE R%L, WA “Dear Madam or
Sir”, )R EEEINES . fii.

Dear Mr. Robert,

5. {EJIESC The Body of the Letter

BRI, HRAENES, BESHEE.

O EREMEMEAA?

@) AT HBEHE B — BT B FF 7

(EHEH, —EHEHIRE, ZLEREXSHERIR. RIT7ER Tk
SRR SR A5 0 I — S5 . B,

6. 457FiE The Complimentary Close

LERIE RS HRAS R 0 — R EE, B S R T R I A PR @J_ilﬂ:
“Sincerely,” “Best Regards,” % “Yours Truly,”, &REGELER FR—
1, RES—AFRKE, FEMES. fln.

Yours sincerely B Sincerely yours

Yours faithfully = Faithfully yours
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Yours truly =Y Truly yours

Best wishes & Best regards

HER:

(D WMR—EFEHFRIFH A “Dear Sir” or “Dear Madam”, ARA4 1@
#AEF “Yours faithfully” 5% “Faithfully yours” 1E 3% £HE 45 RIE

(2.> ﬁu%—i«ﬂ%ﬂ@‘ﬁ:u?ﬁﬂ% “Dear Mr. James”, “Dear Miss Walker”, =%
HERAHEAA RN L, IRARMINZEER “Yours sincerely” & “Sincerely
yours” VR X IHE L HIE

() ESHE—FERNSERIEZ G, ENMEARERS .

7. &4 The Writer’s Signature

BEEZRIENTE, £ LEEANEF. MEAREENES, BREARE
EEE L AANNAT, EANHNENE, WIHZGEHHERAAKALH, R
WERTE, MHAER. ELWTH, BEFS5 ERFBEAKBAL. Biln.

Yours sincerely,

P. P. Smart Trading Co., Ltd.

Mr. Dugmore (signature)

Mr. Dugmore

Marketing Manager
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A ik & 4

1. 2y The Subject Heading or Caption

HHWHERINEF VKN EE, TUEEERGEHFNES, iEARLESE
LEMATRBTHEUEHNE, BT, FHESHREBAIE,

Re: Your Order No. 123

Subject: Chinese Light Industrial Products

Sales Contract No. 345

2. &Jp A Attention Line
FHAMAERB AN FSYLEANE, B4 BHE—BARMAREE,
For attention of Mr. Black

Attention: Mr. R. Hawkeye

3. {4 Enclosure
MR A M, MAEL T MAEY Encl. =X Enc. . #ilin:

Encls: 2 Invoices

Enc.: 1B/L

4. ¥3% Carbon Copy
SR R b HoA B, [RIBHER r tu iE B PP A AL, ARSI
A FAFEH: CC, Ce Bg cc. BN



