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Unit 1

Unit 1
The Communication

Ways between Traders

Introduction

With the rapid development of China’ s trade and other economic activities with
foreign countries in recent years, business correspondence has undergone significant
changes in form and style. Now effectiveness instead of economy receives more
concern about those advanced methods of communication, such as telegrams, telex,

fax, E-mail, which are being accepted by the people through-out the world.

English business correspondence refers to the letters , cables, telexes, faxes and

e-mails dealing in international business, as well as in domestic trade, of course.

The purpose of this course is to help you learn how to write good business letters by

using up-to-date expressions in the simplest possible language.
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Task 1
Writing a Business Letter in English

I. Essentials of Business Letter Writing
There are certain essential qualities of business letters, which can be summed as in
the 7C.
(1) Consideration
a. Try to put yourself in HIS place;
b. Emphasize the YOU attitude ;
¢. Emphasize positive, pleasant facts.
(2) Courtesy
a. More than polite;
b. Sincere, tactful, thoughtful and appreciative ;
c. Avoid irritating, offensive or belittling statements.
Compare ;
You made a very careless mistake.
A very careless mistake was made.
(3) Clarity
a. Explain yourself clearly;
b. Avoiding ambiguous sentences and needless jargon;
c. Statements in well-constructed sentences and paragraphs.
Compare ;
The L/C must reach us for arranging shipment not later than 8 Oct.
The L/C must reach us not later than 8 Oct for arranging shipment.
‘2.
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(4) Conciseness
a. In the fewest possible words;
b. Briefly but completely.
Compare ;
a. Shorten wordy expressions
We have begun to export our machines to countries aboard.
We have begun to export our machines.
b. Use words lo replace phrases or clauses
We require furniture which is of the new type.
We require new-type furniture.
(5) Concreteness
a. To make the message specific;
b. Don’t try to write in a literary style;
c. Use action rather than camouflaged verbs.
(6) Correctness
a. Correct grammar , punctuation and spelling
b. Choose the correct level of language and use accurate information and data.
(7) Completeness
a. Provide all necessary information;
b. Answer all questions asked;

c¢. Give something extra, when desirable.

II. Structure of a Business Letter
The business letter consists of sevén principle parts.
(1) Letterhead
(2) Date
(3) Inside Name and Address
(4) Salutation
(5) Message
(6) Complimentary Close
(7) Signature
You can use the following optional parts if you need:
(8) Reference Notation
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(9) Attention
(10) Subject Line
(11) Enclosure
(12) Carbon Copy
(13) Postscript

1. Letterhead ({E3L)

The letterhead usually includes the essential information about the writer’s
name, address, cable address, telex number, etc. The writing of the address should
be stressed as it is totally different from Chinese order. The number and the street
should be put at the beginning while the city and country should be put at the end.
For example, “AHE]"HR4E ) M RKA[#F 14 B should be translated into “ No. 14
Tianhe Street, Guangzhou, Guangdong Province, China”.

A letterhead generally contains the following information ;

(1) The name of the firm (2) Its address and postal code
(3) Telephone number (4) Fax number

(5) Internet address (6) E-mail number

(7) Telegraphic and telex address (8) Trademark or a brief slogan,
Example .

EASTERN TEXTILES IMP. & EXP. CO. ,LTD.
34297 Shangcheng Road, Shanghai, China

Tel 6606811 Fax:6507631

Hitp ;//will. nease. net

E-mail ; bexbex@ 21 cn. com

2. Date( HH9)

As for the date, it is usually to put one or two lines under the letterhead on the

right for the purpose of filing or checking. Simple ways of writing:

March 4, 2006

March 4th, 2006

4 March, 2006

4th March, 2006

Avoid using “3/4/06” or “2006.3.4”.

. 4.
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3. Inside Name and Address (354G FrA1H0HE)

It will be the same as in the envelope, which shall be the name and address of
the receiver. But when some companies use the name of the owner as part of the
company name, “Messrs” will be added before the name, for example, “Messrs
Bob& Michael Trading Co.”

B4 FRAnHE B F 5 e {5 P T FR A B 9 G AR stk , B B9 R8 T H AR5 5
SEAFER B RREEHFEE. BRIt EESELEE—%,
WHEBAERRZ T, FAH.

XXX,

China National Chemical Imp. & Exp. Corp. ,

Nanning Branch,

65+# Qixing road, Nanning,

Guangxi, China.

HANE:

(DEHNRFFE, A Mr. il B4 , 40 Mr. John Smith
(2)XINRE B, o LSRR A M. FoREE, 0.

Doctor John Smith, Professor Joyce Gwillian
() XARBI B 1, 7T LARIE 5 b ERFREL 2 TR 07, 0.

Mr. John Smith, manager Camera Shop
(4) XFE7E M, 0] F Messrs. , {1l :Messrs. Thomas Wood and John Smith
) EHAMEZRAN, A5 HIS S TP, 40 The manager Oriented Bank
(6) ERARIE LM, i Miss, HIEX AT IELM, F Mes. ; AR ISR &
¥, B Ms.

4. Salutation (FRIE)

Salutation in business letter is different from that in Chinese or ordinary English
letters. “Dear” is used to express respect here, for example, “Dear Mr. Perton”.
Sometimes the letter is not addressed to a specific person, then “Dear sir (s)”,
“Gentlemen” are used. This part is placed on the left under the inside name and

address.
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5. Message ([E30)

Message is the part the writer expresses his idea or requirements. Usually, it is
divided into three parts: opening, body and closing. Opening is to give the reason of
writing; body is to specify his requirements and wishes while closing is to express
thanks or hope. The contents of body will vary with the specific step of business.

There are two main kinds of layout here : indented one with the first line of each

paragraph indented and blocked one with all lines on the left.
6. Complimentary Close ( 5 1E)

There are many ways of complementary close to show respect. It carries no
specific meanings. Usually we keep them in pace with the salutation. When the
salutation is “Dear sir (s)”, complimentary close will be “Yours faithfully, Yours
sincerely” ; when salutation uses “Gentlemen” , complimentary close will be “ Yours

truly, truly yours”, etc.

Salutation

Close

Occasion

Dear Sir(s)
Dear Sir or Madam ( Mmes)

Yours faithfully
Faithfully yours

Standard and for-

mal closure

Gentlemen

Ladies/Gentlemen

Yours (very) truly
Very truly yours

Used by Ameri-

cans

Dear Mr. Malone

Yours sincerely/ Sincerely yours
Best wishes (U.K.)
Best regards/ Regards (U.S.)

Less formal and
between  persons

known to each

other

Sir

Yours repectfully/Respertlully

yours

7. Signature (££4)

It is usually printed and written on a letter, the place of which will depend on
the layout of the leiter. We put signature under the complimentary close with title

under it. If the writer represents certain institute, the name of the institute will be

.6 -
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printed above the signature, for example;
Yours truly, Yours faithfully,
( signature ) MITSUBISHI CORPORATION
(Miss) Lucy Steinbeck  ( signature)
Thomas C. Sutton

General Manager, Sales Department
8. Reference Notation (2R E

In business letters, reference is often made to previous letter. It may include
the date of the letter, a file number, the contract number, L/C number or the

initials of the signer of the letter and take the form as “Our ref. ” and “your ref. ”
9, Attention (£38)

When the writer wants to address the letter to a special person or corporation,
he will add it under the inside name and address. It usually takes the form like
“Attention: The Advertising Manager” ( i) &2 H 3% 7] )

10. Subject Line (#5E0)

It is usually the order or contract number or the name of the goods to enable the
receiver to be clear of the contents in the letter and for the purpose of filing. It is put

under the salutation and before the message.
11. Enclosure ( fiH{4)

Sometimes catalogue, pricelist, order, copies of fax or other relative documents
will be enclosed in the letter, then under the signature a line on the left will be
added to remind the receiver, for example:

enclosure ; 3 copies

encl. as stated
12. Carbon Copy ( BlZA$#53%)

It is to show the letter has been sent to someone in charge of this, for example

“c.c. Manager”. It is placed under the enclosure on the left.




