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Chapter One

Written Communication
— An Overview

1. Definition

There are many modern communication methods available today, but the traditional
business letter remains an important means of sending printed messages. As the business letter
acts as an ambassador for the company, it is vital that it gives a good first impression. In this
respect, it is good business practice to ensure good quality stationery and printing of the
letterheaded paper. The business letter also conveys an impression of the company in many
other ways.

Business correspondence refers to letters, telegrams, telexes and faxes exchanged in both
foreign trade and domestic trade.

2. Purpose

The purpose of this course is to help you learn how to write good business letters,
cables, telexes and faxes by using up-to-date expressions and the simplest possible language.

3. Features

(1) Business communication has its unique language style and special vocabulary.

(2) Business communication is full of business terminologies and abbreviations.

(3) There is a close relationship between business communication and international
trade.

Parts of a business letter

A. The Standard Parts

A standard business letter consists of seven parts: 1 —1 letterhead, 1 ~2 inside address,
1 -3 date, 1 —4 salutation, 1 — 5 body of the letter, 1 — 6 complimentary close, and 1 -7
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signature.

FHE L B A SR — Rl B U AT W R4 . —HFL AME R TP
0 AR B — R RSB A s RN, X eI B R B RS BRI ER AT o

1 -1 Letterhead {53

It includes the essential particulars about the writer — his name, postal address and zip-
code, telephone and facsimile numbers.

4 B X A SR8 A T —EHE Tk, B T(5 AR TR AR ER 4 o

(&34 HE R RIF A B SRR T L3RS LR SEERIFNGER, —R
#RR FIEARARER , BIE 3k A& B 5 15 40A0 ST AR R s WG A T _ BB E B M fE sk — M T
BERAA B, KRB ERTEER—¥,

—MEKHTE A EEANBREERMSE ARSI (EFEERH) . Rtz
b, BTN E RIS S fEH S T EA I VE TR EALRFEERN T AH
fE3RBE F AR S SR RHFFE R B BN BEBEERAENA HER
BN RR O AR R AN A KRB TR R SR

B3R HERAE =4

(—) ks A—RELTT LU RE A M4 FRtial , Wi 35 A e {5 Z A —
A OEUES R RAEVIRIT 3B A 3 Rt

(Z) ERETREAERENDE L, IREAEEX, BIE 5048 2 R Ak & |
BERFEREE RGN, BAFE, LBEHEELER B TRELMLBRE

(Z) ERARBTEMER. flin EETEREEAFLSEE EMEREAE
HifEk. MBRRAXENENEL BEESH M ARANBEIHRARFHHER
LR, TAEA—BRR MBS FERSHE IR R URFMZA A ZESLFHE, B
T RA T EEM,

EELBEERNEN . ik fHESI R B/ BIK,

1-2 Date HHf

The date should be placed two or four spaces below the letterhead to the right for
indented style or the left for the blocked style. The date should be written in full and not
abbreviated. The preferred order of the parts that make up the date is: the date, the month,
the year.

H ¥ — M PR R A AP RRG , SR ZRMERN 2 ~3 17, HHINSFILLL
BWATHREH A o

1-3 Inside Address fpyitiil

It consists of the correspondent’s name and address. It appears exactly the same way as
on the envelope. It should be placed two spaces below the date.

HPph R EE LE AL i EE AP S EFRNE LR, A1y
R WAFAKFARRAEHERE TIREARES B, At AEFRREEED R Fil
XAEZ IR R AEE RHEAD, SRS HEL AN ELELTIL
MMFhL :© K ERTLIEMGEH BBk A3 B, a2 m, S8 A ARIMERAT
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% B AR MEEE  FEE, S AFESR 15 At i) LUB S Pyt lit 515 Bk X — T, 2R
A, A T T ReHRE 3 TR BB 24 B O AR REHRELR T, 7 UREX
AR RIHENE . @ A T H st , 7RG E B, [FAME BT ; BUE S H b g5 3 i
EAREN EHERERIKRGEATH, @ ANERFHREFRISE, A TH AN, &
BAREREARATUAEXHEFEFRA 27T, METHEFE, @ MEEAR
Uh, A T E N, AMEEEELEE T  EH TR, ETER. XRER,TH
Hphb AR — M RNER I, B ERELE, B4 REER LRATRERN
HAshk, (G b AL b, B(ER0R 3 N #8351, IR A K 2 88 7T LR Bk
FEARMIET , W AREGH EEBREARMBILT A EEN X A& EE, B
P EE R — A A RE AR ZHERA AAREALTF, XEEFWMREO
JBTFHNRIAE , A HXT 5 25 AR T B QBN AE X 77 £ 70 A W2k 4 {5 2 B 1k B
FXANAHE SR HEREFMARRRELERE, L RE B AR R, AR AR
AR AR R E AL B, HIRERETIBREAN, MEEEMNE FbriRS , A8
WE—17, U TARLHRZ L. HAMIbKENS T ERRVE LY, BN TSREEI =M
Ji] B

1 -4 Salutation FRFE

The salutation is the polite greetings with which a letter begins. The customary formal
greeting in a business letter is “Dear Sir” or “Gentlemen”. It should be placed two spaces
below the inside address.

B AMBEARRFE, BRI EES NI T @R WT, SRk, B
PRFEERO® AR AF], B 87T DA Dear Sirs, Gentlemen ; 51 3UiE 4 “ #Ug %7
“BEE . Q@ MRBRENBEAE AN, ZHEMT AR EXNTRBYE, T
Fi Dear Sir, RNFX77 R, 7] LA Dear Madam , 53X X EIERBEE & WRFAXNFE
ARG, AT LB #4440 Dear Mr. Bush,Dear Miss Smith, 218 f X A
M R REFERIEIFRA M 2FHRHE L,

1 -5 Body of the Letter {€§4IE3C

This part contains the actual message of the letter.

RHIEXEFERNER, BREANBERBEXRLRE, HAB KRS HEAXH R
%o TEFF G AT ULRIS Bk e B =M RERA X HR A B R RATTA B IR E A

1-6 Complimentary Close X 453417

The complimentary close is mere a polite way of ending a letter. It should match the
form of salutation. The most commonly sets of salutation and complimentary close are:

Formal ;
Dear Sir, Yours faithfully,
Gentlemen : Yours truly,

REZGFAAMRE - MEEE MY THXEEEN EL EBE", E—BMNTE
RWIEXZ T, BRE T . BERILIANEE=A: — BB RALAMRIRHITE, &
M E Yours faithfully, “ = ” Dear Sirs, Truly yours, “ = ” Gentlemen ; ; — % /¥ 2 X B~ 2417
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WA B AR, AR E— A RANE—AFRAE, AEE e BEHES; =RIER
MR, M TREA FR . FARSBAR . T ARTE RN BEERNEESRILEAR
“Yours respectfully,”

1 -7 Signature %48

A letter should be signed by hand, and in ink. Because many hand-written signatures are
illegible, the name of the signer is usually typed below the signature and followed by his job
title or position.

s & — IR R EEFALIAN TR, MEEAWB =17, ERNAXRETREHAFR
LR, REREATELS , ToRTHEW . T8, 5 TN, BREE, AT ETENH
MEEE, X HERATREN . S4K0 T EHEERITFIUTHEARES RS, W
REHRHATADE, iBHREICARITER, TS A FA“P. P78 “for” XK
B R ARABUR B AR Y

B. Optional Parts AJ4tiE#FEI45

The optional parts of a letter are 1 — 8 References, 1 - 9 Special Markings, 1 - 10
Subject Line, 1 - 11 Enclosure, 1 — 12 Carbon Copy Notation. These parts may be chosen or
not as the writer wishes.

1 -8 References LEZHS

In the past, the references may include a file number, departmental code or the initials
of the signer of the writer. They are marked “Our Ref. ” (%35 ) “Your Ref. ” (M35 )
to avoid confusion. They may be placed immediately below the letterhead. But today this is
rarely the case, because with modern word processors and printers, it is difficult to line up
the printing in forunation on such pre-printed stationary. Instead, the typist normally inserts
the reference on a line its own.

X—RBREANTETHRMSEMRN S, W EX—TRRAELH—Br. B
A ARB{E L B EIE Our Ref. No. fil Your Ref. No. B4, Our Ref. No & & 3C
&, Your Ref. No RIKXEHRIE ., SHH4EEAEEA B C AN, EXF TR E
B S0, RATE RSN BEEERICS H, HIAN7ER J7 K {55 Our Ref. No. 1234, 724,
RATER [FHEIE 1234 $H7E Your Ref. No. 1234, XRIT LKL, SRAMNEAFEX
BT, B A BB SCF AR EHLAIT ENDLI 66 7 , BHE X e HE R B Ep Rl S R 4K B, 2
— BB EE,. Y0NS ERSFRAESFEAGZNETFRMITFABLZNE
FRL KBRS B TS5H,

1-9 Special Markings $§ %455

It generally followed the inside address. If a letter is confidential it is usual to include
this as part of the inside address, one clear ling space above it. This may be typed in upper
case or in initial capitals with underscore.

XEHZ AR -NMESENRE, BAENXE RS —4 4% 4, 41 Export
Manager B¢ R 5 —/ &R T#) & FR 40 Export Department, { A —EBE _ER—M ARILES
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—BHEI FASBRAT R X —T, B R R AR A WELRAIR S, — M ARIMIEA
B L3 special markings 2 J5 , X HZEBERL L AREHERTT, AT A LEH
o A, EEPAFIALAREZPARLETRERFHIIILEHFRE? REZ—5H2
B 5 NANIEREE AR TANES , YR AFE FRFHER, A EHEEX -5
AL TS R X B AN EEAMEEAX — RS URAEE R THREES £
WIWER. BRZ -, 05 EABRAMELRPARL , BEBRHZA L ZSRF ML
IARFEA T, TR X HBA, A, TREGAARE 2 ANELAT REERIAHK, Xk
B 20 ARTE M R B AT ROV B, SO ARER R TE AL —E5  (BITF R
EMHAARRT. BF —FERT, 20 AL RRERAKR, RS AILHE TR
RA TR ZHFTR—EERN KRS ARHEL B A IS A2 58 s AR RS 257,38
LEIPNBELX—TRARMT o

1-10 Subject Line 478, =&, HH

The subject line is a brief indication of the content of the letter. It is often inserted
between the salutation and the body of the letter to invite attention to the topic the letter.

i BSURR— M ERIER. BMERNT EFEAERIANLE, BAKREA—F
& 5038 Z AR TR ORI, RN F B EITRRA R, XM LI E At E
5B T X —TE RGNS AR FIE R

b X —3, °] DB E B R R IE S — 8R4, 5 IESCRAT , BRI T 3, IATATEE.

1-11 Carbon Copy Notation #)iX

When a copy of a letter is to be sent to a third party this may be indicated by typing
“cc” (copy circulated or courtesy copy) or “Copy” followed the signature at the left margin.
If there are two or more copy recipients, it is usual to show these in alphabetical order.

BoHE, FHATERAARR—-NAH, BEAAE X YHEHNIZAEREHAN
5 RFTRAP RN WEIHERE PR OER, TR AXRAR, EEASENA
c.c. FARXHFERYEL THEA TN, FHBEA L HE . Carbon Copy Notation
— BB A c. c. B ccto WHJF XC (xerox) #rELE HI; AR B F AAEILA A FE HE
ik i Bk AL, BERT AZERTHE in_E BCC: (blind carbon copy) .

1 -12 Enclosure Mi#

Two line-spacing between the carbon copy notation the writer may indicate one or more
enclosures in the letter. There are many different methods of indicating that an enclosure is
being sent along with a letter

Enclosure :
Enclosures
Enclosures 2
Encl.

Encls. 2

As Stated
Enc.2
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MR SR T A EXXZS, FAE— SRR, R A S8 A RSB H
R — T LA . B X FREATS , 7T LR E A G Z A
EhE— THEESOEA, REEA &R MREAT S ARG —TU RS , &3
—THHEEML, 2K JTEETIER.

MR B — R FEEMAE T, HAMGEERNER.O — MHAR—RBEK—
R — . — K RERE M, PR ERF MM, T —24<+ JLT B> 6 B R
HE—AHE;Q HFEA L LR E MR, A4S Encl WA E
& Enc. , XHZEFWMHRE Encl, BHERFAHEE R Encls. 2, 45 X Enc. , AT ES
B2 EEEM_ESF, B Bnc. 2;® MEAMRILBESR, NF B H4RIHN;® nmRiE
HIECEEBIMEN LR E 3, IRATEM X —SREREY As stated (B PETE) o

4. Fermat of A Business Letter &\

BREEENSENRIAHIEFR LR,

SREIAE R A5 TR

(1) PR (FL3) blocked style/ g2k fully blocked style

(2) 4547= indented style

(3) ¥ B ¥%R modified blocked style

(4) B4 = Semi-blocked style with indented paragraphs

BB EWEXT S . s 5FLIME. FTRBEREG-BETS
Bt B4EH 5 M FRER.

(1) 5842¥%= fully blocked style EHFFAET B — B ERBTA%KET.

HAS S BT FHRNENSARELITERSERE ;R T HEHIEXS, HKIIEHR
AR

F{—FTFENIENZ EHEALITE , R E 4 LR FR—, XEFXIRNEE,
— A RAEk, B—ARSEASNEE. ELEFMHERL, ~REFLEHFHES, X
MEX BT EHE . B—FHEASAEEN, ERXEFAHICRE, MEEKTLF
LRMBARE , B—THNEHBERELTFHR. XTFEERENRE, —BR2.5 E
HEA B UREERNEE FHASNEKRERAR. BEAZRERTERIESNE
MHEATIBRRBFEIARE . SEEFNMIEEER . F— A FHEXHERELN
WA RS, B— R EFTE TR 4R A B open punctuation A XTH I closed
punctuation Ti &5 . XWENTERFAETHIARXMGAFESH, EHE-BIBEA
WEKERETR, AN ERINEEEMEZSRE S, 4FILAREERESS, AKX
B S AR S A B P e R AE S P ikl |, BB s B —TEFE S 4B, MERE—
TRBRAMSEHK.

FRRFEAUNRELAREARFES, RESERESERE I, MARARA.

FRFI5E 2 3k B, 47 BE Jy B 47 BE (single space between lines) , BXEE by XUAT R
( double space between paragraphs)

SEEELRBARFY—, ANEHE. EARKITHER, INENEENTABRRZ
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P HE A B R R R4, BIETA T B SETELD , MAEAFFERRKBREE AL, 6
BRI BAAKTAE

(2) 4547= indented style

P M E R EMT R T S —1T , AT — T4 s =48 B E X E
— BT — TR S T 4%

(3) B ¥3L= modified blocked style

L VLAR P —EINE (B, ER4LA, B85 NEHBE T A, ATifE2
RWEE BB HEINE, XEMBRFREE, B UFEGEHEEMER, BTAADAEHR
A,

HRPAAREZ L FELAAWXANETRRELRE— LT ENLERBR THA,H
ERRE T LR a, U B REA TR ELNERA N A —F AR 4T
A IFTER T 8

(4) JB-& = Semi-blocked style with indented paragraphs

H AR BT S, RAY LR, MENEXS—BWFR—TER A%
7,
HEER LR GHRITRANGEE . BTN EH Wik B HAL T EZ S ITITF
5, E— TR LRI — AT R = F 4. IBANNRE THTNESCHE R, mHEALER
SBBTHRFLR, BEZ, BERASHRELRARA—SAH, BRERBERANEX
B, 8—BNE—THRERHLBE TR, —RESHIBERE—IFERXHENIRAE
H, AWEELBEREFIRL -2 NFEE,

Pl E&Mgl, (UESE . —BRATRIE N AZF BA RN EFEE—F, X%
BT —RAE. HWAER 1250 FRXAF P, X EIR 1214 #5 A6,
REIHRARTN 47T HRAZETFLK, 399 HRAKRELR, 759 HRAHAEE
o

WRRELRIIE EFR, — A EAERR A AR EHCIEAMERMENES, 7
DIESNE R RBIE RIS . — R, SNRER A s R A Bl R & ks X, AR
FE—FgRNAMEE, 5T AR RALMAER, A AR E . KRR S TSR H
R0, ROTFHOITESERITHR PR ETRE

B T SR MFg st ZEFTENEEHE EE BRI T R : © fTENFMfE 4, B 2458
B, AERE, BAEW LHEB;Q L TEA—CEBREN, FUBITHEERS
TR, AEFHEIATUBIT;® FHEXRLEMRNIE NE-FEEF. I
R—TIATMEBIR, AT REZERILAMEZHBIE T |,

ITHRGEHE, ENENTRE:© ANHERSER? RANSHARSHEY?
Q@ NERTBTE MR FE FHRESTR? @ WEAERGEE BEEHRERE (R
AKMEE? @ MERKRESHEBREEN, BT REEREE=ETMBMNHR? & FrHHHEF
B EHRRGHESMG—TMUE? © At MEE ML ETYE7 IR LR
EREEBINERZEREEN, MAXHEMFT UL N E. SR, BFBRAAEERE
B
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5. Addressing Envelopes {5 38 &l

EHOENERRER EW . W, BEEEETRNT:

(1) BEAREZBIEN B EESN T ERREWMLE L, (AL5RFEHSATES
g, TRHEARBRBITR, —BRUTLRNERBFT BB,

(2) REEANZHBILBFENREGHME LA, WAV LENELT A, MBH
HAEMZNERN, K2R E LRWAMES FEREARNL TR,

(3) FHIAE LA NGIRENAE,

4) EEHWMAETATEERE, 0 M S” (Par Avion / By Air), “H# 5”7
(Registered ) , “#1#” (confidential) %%,

(5) RHEE EWUE AZRSI B C/O 4%, B care of / in care of CGHRRER) .
FIENFRATAE LS G. Bush Big [BEARME MK S 4, v HEXERELEHEX, B4
g7 %5t Mr G. Bush, HIRE A/ MM, M HKAANFH, REHE17,5LCO
President B. OBAMA , 3B 53X 45 & i President B. OBAMA #32 Mr G. Bush, Hi: & H
AC/OB B BT A, X—AREE,UEAERIRE

(6) BATEHERIEL T L FHRFEA XFHE—8 Messis (J2£E41). BR B
B ATUBRKSEABENATRE SRR, I Messrs. C. John & Company , X 4~
AZLEFEANAAN, BAFEREB M, Messs. (UFR T 5 bk i B, A7 B THR0E; R —4
NEWERTERL, BER—TBREHARAF, —BAH Messs. , KZ KRR A
C. John & Company Limited. ,

6. Business Letter-writing

6 -1 Business Letter-writing is an essential part of business.

TR ARMEAEREESTREHNUSFRR  BEAFEEXIERT), B
UABRATVLBE RS £ R LE S P — DS EH BRI

6 -2 The letter is often an evidence of an arrangement or a contract, and must
therefore be written with care.

R BEAERFTEMZHSEITITR & RKE, B FEERE,

6 -3 The aim of letter is to secure the interest of the reader and his cooperation.

BN HWRAETEREANMNERIFERE MBS E.

6 —4 The motto in business letter-writing is.remember 7C’s.

¢ Consideration

Prepare every message with the reader in mind and try to put yourself into his place.

BB b WS AE R, TR 88 1 B R AR IRt X .

e Courtesy ’

It is not mere politeness. The courteous writer should be sincere and tactful, thoughtful
and appreciative.

B S LSRR BZ -, BETMAEEAL, TR RE 73, BiER
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“ILEBARER” A 238 AL IAIE S AR AT SR B 3, T B B TRE SR ARIEF
B, KAt EEHRAIMMNRR, RZ EHIEERNASIH .

e (Clarity

The writer must try to express himself clearly so that the reader will understand. To
achieve this, he should keep in mind the purpose of his letter and use appropriate words in
correct sentence structure and convey his meaning.

BERRER, BREEATERR. FEBERFRE, REBECHEN BN, ESHEM
HAYHIAE ER RS MGHR RS, TF . FEOERRE 0. B

e Conciseness

Conciseness means saying things in the fewest possible words. To achieve this, try to
avoid wordiness or redundancy. ‘

BHMET , MR BEAAS W E X RITKRNE, SRR XA RIS R &
ZWHH o

o Concreteness

Concreteness means making the message specific, definite and vivid.

ZAENRABREL SN, X EABIERNERS ,  BERBEER, MEESR
FE S ERET ] , AR B, R BB A B — 2B, IR B © BT E .

e Completeness

A business communication should include all the necessary information. It is essential to
check the message carefully before it is sent out.

RN ETE, HGWETE,

e Correctness

Correctness means appropriate and grammatically correct language, factual information
and accurate reliable figures (such as names of article, specifications, quantity, price and
units, etc. )

XREBXREEN . —HEPHEENGER MR IESR, IR A8 8T 3RS 280
BB HENINRF. BT AFEMRS, BEREER, ERANELARE GRHAZH .,
BRAMAS FRYAPEUEER, EERIERT B A AR AREHIER.

7.4 Point Plan

Many communications are short and routine. You can write or dictate them without any
special thinking or preparation. However, documents that are not so routine need more
thought and careful planning.

7 =1 Opening of your letter

The first paragraph will start the reason for communication.

7 =2 Central section of your letter

This main part of the message gives all the information that the recipent needs to know.

7 -3 Conclusion of your letter



