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Learning Objectives

» Be familiar with the various parts and essential components of a business letter
¥ Get to know the layout of a business letter

» Get an idea of the application of the punctuation in a business letter

» Be able to write an envelope in correct format

Introduction

It is of great significance that the businessmen or corporations contact each other, from
which they could establish business relations with prospect partners, sustain good connections
with old customers, obtain useful business information, disclose information to the media to
promote their late products, etc.

There are several ways in which a businessman could contact his counterparts; for instance,
he could have face-to-face talks, make telephone calls, send an email or fax, etc. Here some
students may wonder if, it is still necessary for us to learn how to compose traditional postal
business letters, as the technology develops rapidly, and more and more people tend to use email
or fax. The answer is definitely YES, for the main principles for the composition of a traditional
business letter are still applicable in the writing of an email or fax. In addition, the traditional
business letters also has the following merits:

e It can be filed and kept as formal and legal document for later check and reference.

o The written communications are cheaper than some other methods, like making telephone

calls, especially for a long distance.



e It may sometimes be more effective and the people who write and receive the letter would
not be bothered by the jet-lag.

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 that 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 patterns of a business
letter.
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