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Chapter 1 Layout of a Business Letter

Obyjectives of Tramming

(1) To familiarize students with two main styles of business letters;

(2) To let students have a good command of principles of communication—7 C’s;
(3) To enable students to arrange composed parts of a business letter;

{(4) To cultivate students’ ability to address an envelope;

(6) To acquaint students with fashion industry in Ningbo.

Probable Working Environment

Fashion Ningbo (Ningbo International Fashion Festival, NIFF} is a large—
scaled commercial and cultural event sponsored by Ningbo Municipal People’s
Government. NIFF roots itself in Ningbo, which is the largest garment
manufacturing base in China. A series of events and activities in NIFF
concerning fashion, culture, art and business have enlarged the city’s fame
internationally, enriched the cultural life of people, and promoted cooperation
and communication between Ningbo and the outside world in terms of
economy and culture.

Now the 14th Ningbo International Fashion Festival is coming. One of the
main activities in the 14th Fashion Ningbo is to hold the 3rd International
Fashion Industry Cooperation Round-Table Talk (Ningbo). The Organizing
Committee of Ningbo International Fashion Festival intends to invite some
fashion experts to attend the talk. Rose Yu, the chairman assigns the task to
Huang Lei, a clerk of the Committee.

Suppose you are Huang Lei, you are expected to write an invitation letter
to Mr. Mario Razanelli, member of the City Council of Florence.
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How to- write awv effective

¥ buwsiness letter?
Nl 4

Training Guidelines

A Discussion

(1) What are the two main styles of a business letter?

(2) How many principal parts is a business letter composed of? What are
they?

(3) What are the 7 C’s?
M References for your answer

(1) No one can say authoritatively that one specific format of a business
tetter is correct or wrong. Instead, there are certain practices which are
widely used in today’s business correspondence. The two main styles in use
today are the indented format and the blocked format. The Indented format is
a traditional style. Many people regard it as the most attractive of all letter
stytes. The paragraphs forming the body of the letter are all indented six
spaces, thus making it easy to read. Others dislike the indentations because,
they claim, they waste the typist’s time. So the blocked style has now
become to be much more widely used than before, because there is no
indentation in the letter at all, and all typing lines begin at the left—-hand. This
format is simple and easy to type.

(2) A business letter consists of seven principal parts:

1) letter head;

2) date;

3) inside name & address;

4) salutation;

5) message;

6) complimentary close;

7) writer’s signature and official position.

(3) An effective business letter should follow principles of good communication
—7 C’s, namely courtesy, clarity, conciseness, consideration, completeness,
concreteness and correctness.
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Specimen Letter

A The Indented Style

Organizing Committee of Ningbo International Fashion Festival

131 Cangshui Street, Ningbo, China
Tel: +86-574-5615 8995 Fax: +86-574-5615 8958

SRR Email: 888856@fashionningbo.com

Indented, and in
the center or at the
right margin

Website: www.fashionningbo.com

%& September( 28, 2010

Indented, and at the
left margin

Date
To the right of the
center of the paper
The City Council of Florence

250 Hwy 101, Florence

[taly
Salutaion
At the left margin
Dear Mr. Razanelli,

We would like to invite you to attend the 3rd International Fashion Industry
Cooperation Round—Table Talk {Ningbo), which will be held on October 22,
2010 in Shangri-La Hotel in Ningbo during the 14th Ningbo International
Fashion Festival.

Message
The first line of each

paragraph is indented

This meeting is co—hosted by China National Garment Association and
Ningbo Municipal People’s Government, and executed by the organizing
committee of Ningbo International Fashion Festival.

Complimentary close
To the right of the center

: of the paper
We look forward to your coming.

Signature & Official

position Yours faithfully,
To the right of the center of
the paper -Rose Yu
Chairman

Organizing Committee
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3 The Blocked Style

Letter head
In the center or at
the left margin

Organizing Committee of Ningbo International Fashion Festival
131 Cangshui Street, Ningbo, China
Tel: +86-574-5615 8995 Fax: +86-574-5615 8958
Email; 888856@fashionningbo.com Website: www.fashionningbo.com

September 28, 2010~ _

Date

At the left margin
The City Council of Florence ; \':*{'}j’: o g dress
- Atthe left margir
250 Hwy 101 , Florence 4_-"—\\0 indentation

Italy

. Salutaion
Dear Mr. Razanelli, f i e

At the left margin

)
e

We would like to invite you to attend the 3rd International Fashion Industry
Cooperation Round-Table Talk (Ningbo), which will be held on October 22,
2010 in Shangri-La Hotel in Ningbo during the 14th Ningbo International
Fashion Festival.

This meeting is co—hosted by China National Garment Association and Ningbo
Municipal People’s Government, and executed by the organizing committee of
Ningbo International Fashion Festival.

Message
At the left margin
No indentation

We look forward to your coming.
Complimentary closej
At the left margin

Yours faithfully,

2
Signature I
At the left margin

Rose Yu

Chairman Official position
At the left margin

Organizing Committee
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Jraimning

A Training Activity 1: Instant letter

This activity is designed to familiarize students with principal parts of a
business letter and help them master commonly used expressions in business
letters. You are encouraged to communicate with your classmates and
cooperate with each other.

* Instant letter 1

Probable Working Environment: Lin Qiang is a salesman of Youngor Group Co.,
Ltd. One day his supervisor asked him to write letters to their prospective
dealers to express their wishes to establish business relations with them. The
following is one part of the letter.

Background Information: 7 % /R&H ( The Youngor Group ) £J&F1979
&, FAICENERRE, BFHL T URMREE=EHE (branded garment
manufacturing and marketing ) . #/=F & ( property development ) . gAY
%% (equity investment ) = K=V AT A, ZxHit. T ABNZE
B, RARBRISHFRANAREEEEHA LT, ETOR X REDKRMDEIR
NI A LT /AF (listed on the Shanghai Stock
Exchange ) » S RRFE I X REFD M EHM ™
¥, B1979FEMNE—HEF~NTITES, ST
W% h, 2528 EA 7 SR ( branded
fashion | @ E A K LM FHLR ( textile ). RE
(garment ) BHE =W &,

Training Directions: Please help Lin Qiang finish this part of the letter by filling
in the following blanks according to the information given above.

(1) was founded in 1979. Over almost (2) , the Group established
businesses In sectors including (3) and (4) , in addition to its core
business of (5) . The Youngor Group is now a major (6) , employing over

50,000 people. Youngor Group Company Limited—a member company of the
Group—was (7) in 1998. Garment manufacturing and marketing is the core
business of the Youngor Group. Starting with a simple manufacturing operation
in 1979, the Group has developed a vertically integrated business in  (8) and
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(9) manufacturing driven by the marketing and sales of _ (10) .
* Instant letter 2

Probable Working Environment: Introduced by Mr. A.G. Topworth of
Swanson & Bros., of Hamburg, Chen Gang, the sales manager of the
Youngor Group Co., Ltd., learns that Deman & Sons is in the market for
men’s shirts, so he decides to write a letter to the company telling them
that he wishes to enter into business relations with them. In the meanwhile,
Chen Gang asks Deman & Sons to give him the name of their bank and
informs them that the illustrated catalogue and price-list will be air-mailed
against their specific enqguiries.

Background information:

The address of Deman & Sons : 45 Cannon Street, London, E.C. 4
The address of Yongor Group :

Youngor Group Co., Ltd.

NO. 2 West Section Yinxian Road, Ningbo, China

Tel: 0574-88265571

Fax: 0574-87425390

Web: www .youngor.com.cn

Email: sales@youngor.com.cn

The date of the letter: March 10, 2010

Training Directions: Supply the missing parts according to the information
given above.

(1) Letterhead

(2) Date

(3) Inside name and address

(4) Salutation

(5) Name of introducer

(6) Name of commodity

(7) Materials to be sent

(8) Complimentary close

(9) Signature

(10) Official position
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[Letter head] (1)

[Datel] (2)
[Inside name and address] (3)
[Salutation] (4)

We have your name and address through the introduction of [Name of
introducer] (5), who is one of our regular clients. We wish to inform you that we
specialize in exporting [Name of commodity] (6) and shall be pleased to enter
into business relations with you.

If our above desire coincides with yours, please let us know and also keep us
informed of your specific enquiries so that we can send our [Materials to be
sent] (7) for your reference without delay.

In the meanwhile, we shall appreciate it very much if you will furnish us with
the name of your bank prior to the conclusion of an initial transaction between
us.

We are looking forward to receiving your first enquiry.

[Complimentary close] (8)
[Signature] (9)
[Official position] (10)

N Training Activity 2: Error correction

This activity is aimed at familiarizing students with principles of good
communication. Every participant is expected to become an expert when
reading a business letter. In the same way as Training Activity 1, you are
encouraged to communicate with your classmates and cooperate with each
other. Should there be any doubt in your reading, ask your teacher for help. Those
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who fail to accomplish the task will be considered to have failed in the activity.

Probable Working Environment: Zhou Lin is a salesman in Ningbo Youngor
Suits Co., Ltd., who has worked there for three years and made some
achievements in overseas sales. One day, Mr. Chen, the sales manager,
handed him some letters written by a green hand and instructed him to make a
correction.

Training Directions: There are 10 mistakes in each of the following letters.
Suppose you are Zhou Lin, please make corrections for the following letters
according to the layout of business letters and principles of good
communication—7C’s. You are expected to work cooperatively with your
colleagues. Now, start to prepare.

Letter 1
Ningbo Youngor Suits Co., Ltd.
Building B, Youngor International Garment City
No. 2, Yinxian Avenue West, Ningbo City, Zhejiang Province, China
Messrs Ribera Y Cia
Avenida Yucatan 67
Mexico

MEXICO CITY

Dear Sir:
Thank your fax on January 27,2010.

We are pleasure to make you an offer regarding our casual suits in the
items you require. All the models you saw at our fashion show are obtained
promptly except one: the item 16, which has been sold out. This item will be
available next month and could be delivered to you in April.

We are enclosed an illustrated quotation sheet. \We hope you will agree
that our prices are very competitive for these good quality clothes, and look
forward to receive your initial order.

Yours faithfully,
Vincent Ye
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Letter 3

Ningbo Youngor Suits Co., Ltd.

Building B, Youngor International Garment City

No. 2, Yinxian Avenue West, Ningbo City, Zhejiang Province, China
Denmark

Copenhagen

28 Jacksonville Street

Universal Trading Company

02/28/2010

Dear Mr. Willington,
Thank you for your interest to our Youngor brand men’s suits.

At requested, we are now faxing you our latest pricelist to your reference.
Please see the attachment for detail.

Our usual terms of payment are by 90% irrevocable L/C at sight with 10%
of the invoice value as down payment by T/T when place your order, and
shipment can be made 30 days after receive of the L/C. As for the discount for
regular purchases, we may give you a 2% discount, but not for this order.

Awaiting for your early order.

Your faithfully,
Vincent Ye

3 Training Activity 3: Envelope addressing
This activity is designed to strengthen students’ ability to address envelopes.

Probable Working Environment: Lin Qiang has finished writing his letters.
Now he is going to address his envelopes.

Training Directions: Suppose you are Lin Qiang, you are expected to
address envelopes according to the names and addresses given below. Pay
attention to the styles of the envelopes.



