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UNIT ONE

ESTABLISHING BUSINESS RELATIONS



LESSON 1

The Layout of a Business Letter

A. The Envelope (Superscription)

i

r

China National Chemicals Stamp

Imp. & Exp. Corp.,
Erh-L.i Kou, Hsi-Chiao,

Beijing, China

Messrs., Smith & Co,,
215, Des Voux Road,

Hongkong.

Registered

(Block Style)

Overseas Trading Co.,
153 Market street,
London E.C.3

China National Chemicals Imn.

& Export Corporation,
Erh-Li Kou, Hsi-Chiao,
Beijing, China.

Par Avion

Al et e o tani e el

o st

b
T el O S s aa—

(Indented Style)

Lo



The sender’s name and address is usually printed
in the upper left corner.”

The receiver’s name and address may be written
either in block style (straight margin) or indented
style (successive indentation), somewhat below

the middle line and in the right half of the en-

velope.

.  Stamp(s): in the upper right corner.

Remarks: such remarks as “Par Avion” (By Air-

mail), “Registered”, “Confidential”, usually apgpear

in the lower left corner.



B.
(1)

The Letter:
CHINA NATIONAL CHEMICALS IMP
& EXP. CORPORATION
Hsi-Chiao, Beijing, China.

Cable Address: “SINOCHEMAO” BEIJING
Codes: ABC ACME

(2)

3)

(4)
(5)

(6)

BEHJING, 3rd May 1982

Messrs. J. Brown & Co.,

143 Eastcheap,
London, E.C.3.

Dear Sires

PHARMACEUTICALS
________ We thank you for your letter of the 2ist April.

In compliance with your request, we are
sending you herewith a copy of our latest price-
list for your reference.

All prices are understood to be CIF European
main ports, subject to our final cable confirmation.
Payment is to be made by irrevocable Letter of
Credit available by draft at sight.

As there is a heavy demand for our products,



we would suggest that you advise us by cable in

case of interest.

(7)  We are looking forward to your early reply.
¢ Yours faithfully,
(9) China National Chemical Imp. &

Exp. Corporation.

. Manager
(10)Encl. As stated
(1D P.S. Your letter of the 22nd April has just come
to hand. As requested, wefwill air-mail you

tomorrow two packets of sample,

(12) AB/ec

1. The Heading ({i3k), The heading or the letter
bead is ususlly printed at the top of the sheet,
including the name of the firm, its address, busi-
ness scope, cable addréss, codes used, date, etc.
2. The Iaside Address (EP#hal),
=, About an inch below the letter head, in a
straight margin leaving about an inch or so
from the left-hand edge of the sheet.

b. The word “Messrs.” is the plural form of Mr.
aad is sometimes put before the name of a
business {irm.

c. The inside address can be omiited in a per-

5



(WL

sonal letter between friends or relatives.

The Salutation (FFP).

a. For business letters: Dear Sirs, Gentlemen,
Dear Sir,

b, For formal letters: Sir, Dear Sir,

c. For semi-official letters: Dear Mr---, My
Dear Mr.:.-

A comma is usually used in this case. In European

countries, however, a colon is often used in its

place.

The Caption (subject) (3FE),

The writer often heads his letter with the subject
underlined just for easy reference.

When separate rparagraphs deal with differant
topics, sub-headings are used.

The Opening Paragraph (F3kiE),

It is a customary practice in business correspon-
dence to give all necessary reference and a brief
account of the purpose of writing in this paragraph.
The Body of the Letter (58,

Attention should be directed to paragraphing, inden-
tation, margin and spacing, breaking of word, etc.
The Closing Sentencs (&ERE),

A lstter may b: with or without a closing

il

sentzance.

5. The participial ending to a letter is acceptabie



10,

1.

but is not generally considered as a good form.
It is, therefore, not recommended.

e.g. We are awaiting your good news.
Awaiting your good news, we are,
We are looking forward to an early reply.
Looking forward to an early reply, We remain,

The Complimentary Ending (R ZEE),

a. Some corporations have done away with such
an ending. but it is advisable to use it as a
pesture of courtesy.

b. The first letter should be capitalized and a
comma is used at the end.

e.g. Yours truly, Truly yours,
Yours faithfully, Faithfiully yours,

c. In letters amonz friends and relatives, use:
Sincerely yours, Ever yours,

The Signature (4542).

he name of the firm arnd the name of the indivi-
duzl who signs it should be regarded as the com-
ponent parts of the signature.

The Enclosure (ffff4).

t can be abbreviated to Enc. or Encl.

The postscript (P.S.) (=),

When the writer wants to add something to what
he has already written, he makes a P.5. remark.

But this practice .is not encouraged, becausa it

d
/



12.

usually show the carelessness and rashness on the
part of the writer. |

The Initials (FRELP ANBERTTE).

If the letter is dictated (§%), the initials of the
dictator and the stenographer are usually typed
in the lower left corner of the letter sheet by

way of reference.
Words Expressions & Notes

deal with X{4f, Mt . ZH BR
We should promptly deal with all kinds of com-
plicated problems. (N 4])
Your inquiries will be dealt with promptly.(4bE)
do away with=get rid of i
We should do away with superstitions. (Zk{g)
at the end (of) fE---W5ER
The goods will be shipped at the end of June.
He was at the end of his means.
in the end (=at last) Z&F, ®&L
He tried hard and in the end he won the race.
at an end (={irnished) &R
The meeting was at an end.
on end (=continuously without & break) %4
He has studied English for two hours on end,
on behalf of &%
May | speak a few words on behalf of the

oD



student body. RHFRAFELERZVILAIE.

5. as is usually the case:

RS as BRI LEMEANENE, EERBRKL
seffBEA, is FEER.

as WA A I

1)

2)

3)

4)

6)

such--+--as JERFE
We want to buy such goods as A,B,C and D.

(or: The goods such as A,B,C and D)

(Hik as BAiE)

China will import such goods as are required
for her economic construction.

(it as ERNE, 3I1F—IEBEMNA, be &
G NE Y

as+---as JH{EXTH

He is as tall as I (am).

Please keep the offer open as long as possible
FE ROR T A 2 1,

He acted asif he was(had been) the manager.
YEIR B R 5 193417

As we have no stocks available, we cannot
offer you at present.

P IR AR 80 2 3

He was asleep as she came in.

R HA. i) +as B R HEE
Much as we appreciate your enquiry, we re-

gret our inability to supply.



