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Do not, for one repulse, give up the purpose that you resolved to effect. (William
Shakespeare, British dramatist)
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Do not part with your illusions. When they are gone you may still exist, but you have ceased
to live. (Mark Twain , American writer)
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Brief Introduction

The intercourse of business letter is an important
componentvof commercial activities, and it is “holding
a commercial conversation through words by post or
other communication ways”. The business letter is the
outcome of careful consideration. It can reduce
considerably the negligence or misunderstanding
which appears while phoning or talking face to face.
Hence, it is necessary for students whose major is
business English to study and master the basic
knowledge of business and possess the basic

capability of reading and writing the business letters.
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t£%— Essentials of Business Letter-Writing

= Teaching Goals

The purpose of communication is to obtain complete understanding between the parties
involved, and elicit the responses required. this task aims at helping students to familiarize

themselves with the characterics of business letters.

S Teaching Contents

Broadly speaking, the functions of a business letter may be said to be (1) to ask for or
convey information; (2) to make or accept an offer; (3) to deal with matters concerning
negotiation of business. In addition, there are letters with no other purpose than to remind the
recipient of the sender’s existence.

Letter-writing does not differ from any other form of creative writing. Good English is one
of the important bases of good business letters. What you write should be free from grammatical
blemishes, and also free from the slightest possibility of being misunderstood. There are certain
essential qualities of business letters, which can be summed up in the Three C’s, i.e. (1) Clearness;
(2) Conciseness, (3) Courtesy.

1. Clearness

First of all, make sure that your letter is so clear that it can not be misunderstood. A point
that is ambiguous in a letter will cause trouble to both sides, and further exchange of letters for
explanation will become inevitable, thus time will be lost.

Next, when you are sure about what you want to say, say it in plain, simple words. Good,

straightforward, simple English is what is needed for business letters.

2. Conciseness

Clearness and conciseness often go hand-in-hand and the elimination of wordy business



jargon can help to make a letter clearer and at the same time more concise.

A concise letter is not necessarily a short one .sometimes a letter dealing perhaps with a
multiplicity of matters cannot avoid being long .If conciseness conflicts with courtesy, then make
a little sacrifice of conciseness. Generally speaking, you will gain in clearness and conciseness by
writing short sentences rather than long ones.

A letter can be made clearer, easier to read and more attractive to look at by careful

paragraphing. A paragraph for each point is a good rule.

3. Courtesy

It should hardly be necessary to stress the importance of courtesy in your correspondence.
One of the most important things is promptness. Punctuality will please your customer who
dislikes waiting for days before he gets a reply to his letter.

It is nearly always wrong to doubt a statement made in good faith by the other side and even
worse to contradict it. Differences are bound to occur in business, but with diplomacy and tact

they can be overcome and settled without ill will on either side.

Before we go on to the detailed structure of the business letter there is one general principle,
on which the American writers lay great emphasis, that is, the “you” attitude. In our letters we
should always keep in mind the person we are writing to, see things from his point of view,
visualize him in his surroundings, see his problems and difficulties and express our ideas in terms
of his experience.

< Key Points
1. Broadly speaking |~ M Huii; Ziz i, —MHi
frankly speaking 3H Z Hh {3
exactly speaking #Effith i3
2. There are letters with no other purpose than to remind the recipient of the sender’s
existence.
172545 1 H AU SRS A\ 501E 515 NBIFEAE .
no other than [R------4M&H, RA: EL, B

He has no other friends than you.
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A BR R LSBT A AC
It was no other than my mother.
KIE R R,
We have no other ways out than to accept it.
BTHZ, RABIEINE. -
.be free from o Teeeeees BAT o, Ao LR
Men are not saints, how can they be free from faults?
NIEEYE, ZHEETLIL?
We maintain that no party central committee can be free from shortcomings and errors.
AR, BABRAFERE D RERFR.
. Good, straightforward, simple English is what is needed for business letters.
N5 15 B T T B R L, (] T E R SEE
.hand-in-hand FHF-H), KHFER, FHEHN
Gossiping and lying go hand in hand.
WoRRAEE, LRERIEA
. It should hardly be necessary to stress the importance of courtesy in your correspondence.
EEE P RALS R A R .
. in good faith ELi, R
I doubt whether he is in good faith.
M BEM R A WE .
. With diplomacy and tact they can be overcome and settled without ill will on either side.

(52188 AN S A8 T B AT LA 3 IR e e 3 BT AN B U7 B BB R R o
< Exercise and Thinking

»  What are the functions of a business letter?

%  What are the characteristics of business letter?
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£ = The Useful Sentences of Business Letters

& Classic Sentence Recitation

1.

According to a recent survey, four millions people die each year from diseases linked to
smoking.

IR IE I — IR, EFA 4,000,000 ASET 5 MRAT K I -

. The latest surveys show that quite a few children have unpleasant associations with

homework.

SR B A 2 TN RIEE B A b7 K

. No invention has received more praise and abuse than Internet.

BT TR IR LK W — R [R] I 52 300 6 2 (R AU HEDE

. People seem to fail to take into account the fact that education does not end with

graduation.

MNP 2L T B0E AN AZBEAT Bk 45 RO — 5.

. An increasing number of people are beginning to realize that education is not complete

with graduation.

AR 2 (N AR RN EOT A REREAT SRk 45K

. When it comes to education, the majority of people believe that education is a lifetime

study.
BLFIHT, AHO AN BT MR 5T,

. Many experts point out that physical exercise contributes directly to a persons physical

fitness.

W2 EF IR T B HEAT I T S AR

. Proper measures must be taken to limit the number of foreign tourists and the great efforts

should be made to protect local environment and history from the harmful effects of

international tourism.
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. An increasing number of experts believe that migrants will exert positive effects on

construction of city. However, this opinion is now being questioned by more and more
city residents, who complain that the migrants have brought many serious problems like

crime and prostitution.

R 2 1) % ZOAR (R RS RO Sl i O Ble BIRURAE . AR, BORGERZS B3 & R
HMRBEIXFh Ui, AR IR T i ek T 2/ EA 8, RILFRMSEE.

10. Many city residents complain that it is so few buses in their city that they have to spend

much more time waiting for a bus, which is usually crowded with a large number of
passengers.

WEZ N RMBIRT R ALERD, UR TN ZRBACH AE WAL, A
ErTRE R .

S Useful Sentences in Foreign Trade

1

. They mainly trade with Japanese firms.

AT FER H AR AT AT H 5o

. For the past five years, we have done a lot of trade with your company.

LB RFES, RS REET T RKENH S,

. Our trade is conducted on the basis of equality.

AR FE R A ERATH S .

. There has been a slowdown in the wool trade with you.

PRI EB 5 C A Frigsb

. Our foreign trade is continuously expanding.

BATHIN 5052 53 AW R e

. Trade in leather has gone up (down) 3%.

RERS EFH CFR) THAZ=.

. Trade in general is improving.

R OLIEAE LT #E -



B SRR

8. Our company mainly trades in arts and crafts.
FAAFR FEAE T L2050,
9. They are well-known in trade circles.
AR 5 SR 4
10. We trade with people in all countries on the basis of equality and mutual benefit.
BATHEP-45 B R B e EFn 2 BN RT3 ) .
11. To respect the local custom of the buying country is one important aspect of China’s
foreign policy.
R TR 5K XA > A R B B — AN TS 1

5= RERBRGFOHRI—=RKROEMNRINGZE

CEROET ok CRONFET L IR L e todl” MR RN T R SC LU R T 9
R DT R RCR . IR - L2 MR (magical) U7, T HARCR 5135 !

[RIERR]

e, AMESCTEMIE Y, T RS, R E BRSS! B8R,
— PN !

RW——HE A0 10 55 RS L, BB AN TR AR T i 9 3!

RWg—— S S DU LA, it -7 IERE B AR HE S !

R I SR T R, FEHIE R IR R N, PRt RE B D S O
[T SR

[4BhiETE ]

EEPANEH, 1 HAEREAN, 8RS AE ATl

ERSBR, R T DA R A LA !

PWAEL I = fg: Bifi. oK . Bt

As clearly as possible. As loudly as possible. As quickly as possible.
PRAERT 1 = R BE K. MK



