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FURERR: TR R RIALIR S . BARER . BIERS, RS E RN SRS,
TREEAR: BERSIE FIIER AR A TR 5515 BRI B 1

Partl Lead-in

Business Letter (F%&{5&)

195 (5 R AR TE H W BRI S AR MG E B . A BERT 5 B LA B A @ R 1Y
fReR, BIRSCH . EEBRRS T, B EE—EEREMEN, URRSKIEZ mEERE
BRI RAER

Indented Style (#gi#=)

Rt RRESCHE, Bk, FARAEAET O BT A% —BAN TR, S0
BBOCTFME TR A G AN TR, B2 ATENRHL N 12 Mo 25 B4R k= AN 78

Full Block Style (£37k3%)

2 RAMIEXHE, EREGEL . WEARESY . SRS RIE X (AiFEsEE
7). BigOEMZ A5 AL 5F

Modified Block Style GE&=)

RA XAt PSR 554 (semi-block style ), IBRARMIECHE, (E3k. LHIiE
MBZMAEAL, BATXFFh; FAMIESITSCFRRBEANFFL; EXEBRRIT A%
P FEE

RN 29
Discussion

What are the functions of the salutation and bomplimentary close?

Part Il Writing guide

Generally speaking, the functions of a business letter are to ask for or to convey business
information, to make or to accept an offer, to deal with matters concerning various businesses.
Usually, there are certain essential requirements for a good business letter, which can be summed up
in the Seven Cs, i.e. completeness, concreteness, clearness/clarity, conciseness, courtesy,
consideration, correctness. These Cs often go hand-in-hand.



Unit 1 Layout of a Business Letter

(1) Completeness

A business communication should include all the necessary information. It is essential to check
the message carefully before it is sent out to see that all the matters are discussed, and all the
questions are answered. Business letters should avoid incompleteness.

(2) Concreteness

Concreteness means making the message specific, definite and vivid. Business letters should
avoid being too general. In general letters, everything seems to be mentioned but actually few are
fully expounded. You should use specific facts and figures, vivid and image-building words.

(3) Clearness/Clarity

Make sure that your letter is so clear that it cannot 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. You must try to express yourself clearly.
To achieve this, you should keep in mind the purpose of your letter and use appropriate words in
correct sentence structure to fully convey your meaning.

(4) Conciseness

Conciseness is often considered to be the most important writing principle. It means saying
things in the fewest possible words. To achieve this, try to avoid wordiness or redundancy.
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. A letter can be made clearer, easier to read and more attractive to look at by writing short
sentences and careful paragraphing. One paragraph for one point is a good rule.

(5) Courtesy

Courtesy is not mere politeness. It is like a favorable introduction card. The courteous writer
should be sincere and tactful, thoughtful and appreciative. You need to prepare every message with
the readers in mind and try to put yourself into their places. If conciseness conflicts with courtesy,
make a little sacrifice of conciseness. Promptness is one of the most important things in being
courteous. Punctuality will please your customer who dislikes waiting a long time for a reply.

(6) Consideration

Before you go on to the detailed structure of the business letter there is one general principle,
on which the native english writers lay great emphasis, that is, the “you” attitude. “You-attitude™ is
not so simple as only to use “you” instead of “I”” or “we”. In your letters you should always keep in
mind the persons you are writing to, try to see things from their points of view, visualize them in
their surroundings, see their problems and difficulties and express your ideas in terms of their
experience. “You-attitude” can help to avoid an awkward situation, and promote cooperation
between the trade parties.

(7) Correctness

Business letters must be correct, otherwise they may be misunderstood and run the risk of

reaching nowhere or going astray. Correctness means appropriate and grammatically correct
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language (without spelling or typographical errors) and factual information that is accurate with
reliable figures such as names of articles, specifications, quantity, price and units.
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Unit 1 Layout of a Business Letter

Part 1ll Layout and Parts of a Business Letter

Usually, seven essential elements are involved in formal business letters. They are letterhead,
date, inside name and address, salutation, body of a letter, complimentary close and signature.
Sometimes other elements may appear in the business letters such as reference number, subject line,
enclosure, carbon copy notation, postscript etc.

The general position of these elements is shown in the following sample:

Ll.Letterhead (f5%) |

‘Z.Date (H# )]

|3. Reference Number ( &% 5/&k 45 ) ]

|4.Inside name and Address ({5 HAHE ) |

IS.Salutation (BRI ) |

| 6.Subject Line () |

| 7.Body of the letter ( 1E3C ﬂ

| 8.Complimentary Close ( Z5 9 AIE ) J

[9.Signature (%4) |

| 10.Enclosure Notation ( fff{4 ) |

lTLCarbon Copy Notation ( #/3% ) |

I 12.Postscript ( [t 5/ ) |
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‘1. Letterhead {5

fGREIEA R AR, Mtk BTG, FHE. BFHFESFANA. KA EETEES .
2. Date HEf

HIAGLFAE L F—47, (ERASRREAE . HPAESRS, @EAUTHATA: 12th
March, 2011 (33X ); March 12,2011 (%),

3. Reference Number 3% S/A XS

%5 (K35 ) AT GRS, ET0R A EAW, —MRITENLE H 3
e i, 2% S IEEE, Anl TR B S IR R
4. Inside Name and Address {5 itk

fE N FIESCA o, HEITFmEZE 174, NWAREBIE A aFRFhat . 26 28R
k. HEREA LGN, MATE EAR AR ; H5F ARG BRI ER AR —FF
EMN, AIEZ AL FRITE M E “Attention” .

5. Salutation FRFE

PRI S (5 AT AR BERR, — A FIUE A Pz —A74b, 8% & A i ThiA%
i, fEEH M FiES a8 E 5 FRFELLL “Dear” 1k A G R E A AR, AT LLE Dear Mr./Ms. ;
FREB R RN A AHGE RS A2, W—8R A Dear Sirs/Gentlemen, SEXFRIFZ f5—
I E S, AR Z G —BeRAES .

6. Subject Line F R

55 B S e B IE S A B — M, DMEE AL RV EF M S, WA F)
TIPS . FEATFIRE SO AR LR R Y, A8 E A sEha, # LA Subject BY
Re (5|57, WAl AH.

7. Body of the Letter 1E 3L

IESCRR S ER LR, AREE . MUHSESHE AL, B, BEMERE,
BARMEAT LIE T B, B— A B . — T Bos 2 WH RIS TIE, Bk
R T
8. Complimentary Close £ R#E

SRR R, 45 RAOE R FRE 5 AU E AR —FhkpR, (EEEALSIHE R, AR
Fibl s NG RARMIE SR RIS B, HA B EXZE—EFiTZa, NEPRAEE
MZEOTIRE, RESE— T RENETERE, FrmnbEs,

9. Signature E&

BRI S G RPN E RS, AR AN BAEMETIRNE
RIE—ERTE, Hik, Z2ZEWTHE, MEXAE. B4 aER T EZATENEF AL F LR
5hh, BHEBHEANETFES . ITEHES, ATLEZS AN FEHEFTH Mr/Ms 55576,

10. Enclosure Natation Bff{f

WERAGE AR, WINAE(S 2T M Enc(s).2X Encl.
11. Carbon Copy Notation #i%

UNARAR BRI N 0% 25 BR IS AN A AR A, ] CC B ce (carbon copy)iR, 5 7EM
il 5
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12. Postscript {5 /iE (P.S.)

HEFAEGETE T EF MG TR R, 74 PS. JHEn FAEANTERINE, BHEfE
HE. EIRMGEEST, MEHERCARR TR0 SRS, THRlE A RiE S
B —FFB, USRI,

=

Part IV Format of Business Correspondence

1. Business Letter Style

555 R ZFE X, B0H FEOA LU 3 A 4iE50 (indented style ), 425F k5K ( full block
style) FIRA R (modified block style ), 515 A AT LAHLE 7 LA NS 4F A 7168
A. Indented Style

Each line of the inside name and address and as well as the first line of each paragraph are
indented for two or several spaces. The date is on the right hand side with the complementary close

and the signature kept in line with the date.

| Letterhead({%‘%)l

Reference Number(%%%/ﬁj(éﬁ%ﬂ

IInside Name and Address({fa‘lj\]ﬂti]}:)l

[ Salutation(%”?ﬂ

| Subject Line(i@)!

Body of the Letter(IE)'Cj_,

I Complimentary Close(?ﬁfﬁﬁfliﬁ/ﬁiﬁ)‘

lEi@ature(%ZZ )l

iEnclosure Notation( Mﬂ‘ﬁi)l

|Carb0n Copy thation(ﬂ‘iﬁ)l

IPostscript(Bﬁ H/E) |
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B. Full Block Style

The block format is the simplest format. All sections of the letter are flush against the left
margin of the page. Each paragraph in the body of the letter begins flush left margin. This is a
popular style in recent years.

l Letterhead({%‘%[:)l

l Reference Number(Z% 5/ ﬁiéﬁ%)‘

i Inside Name and Address({fa‘lj\]i&ilt)l

Ealutation(fﬁ\' “?j

Eubj ect Line(iz%ﬁ)l

Body of the Letter(ﬂijg

‘ Complimentary Close(%%ﬂiﬁ/ﬁi@'

l Signature(%5 44 )‘

‘ Enclosure Notation([fl1) l

fCarbon Copy Notation(f’/"if)l

FPostscript(lffﬁ%”/ {iE)‘
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C. Modified Block Style

The inside address are typed in blocked style. The letterhead is in the middle. The first line of
each paragraph forming the body of the letter is indented for two to several spaces. The
complimentary close and the signature are also on the right hand side in line with the date.

[ﬁ:tterhead(f%%)]

i Reference Number(Z% 5/ vaj(gﬁ%ﬂ

‘ Inside Name and Address({5 P4 Hidik) \

| Salutation(FRIF )\
‘ Subject Line(jﬁ%ﬁ)‘
Body of the Letter(IEjC)‘

l Complimentary Close(%ﬁiﬁﬁg/éi%)‘

‘ Signature(%: 4% )l

\ Enclosure Notation(Bf‘ﬂﬁF)‘

]arbon Copy Notation(}}"ii)‘

| Postscript(¥ff 75/ E_)\
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2. Addressing Envelopes
A. The Block Style (used most for business)

Hangzhou Foreign Trading Corp
288 Westlake Road Hangzhou
Zhejiang.

China

Stamp

Overseas Trading Co.
28 Park Street
London EC4
England

Urgent

B. The Indented Style

Liu Xiaopin
50 Yuan Ming Yuan Rode
Shanghai, 200002
P.R. China

Stamp

Dr.W.J.Smith
Head, Dept. of Education
Maryland State University
Maryland, MD 21810
US.A.

Urgent

] Vvocabulary

ambiguous [&@m'bigjuas] adj. having no intrinsic or objective meaning A BHHAY, IR

inevitable [in'evitabl] adj. incapable of being avoided or prevented 48R, ASATEEG

wordiness ['wa:dinis] n. boring verbosity M, JUK

redundancy [ri'dAndansi] n. the attribute of being superfluous and unneeded JUAY

jargon ['d3argan] n. specialized technical terminology characteristic of a particular
subject 17if, ARiff
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tactful ['taektful] adj. showing skill and sensitivity in dealing with people #
B, RIEMN, B0

astray[a'strei] adv. away from the right path or direction &, KR, iR
A B b

typographical ['taipa'grafikal] adj. relating to or occurring or used in typography E[Jkill I,
HEF By

salutation ['salju'teifan] n. word of greeting used to begin a letter ( F{F%EH k1)

s, BHoh
complimentary ['kompli'mentari] adj. conveying or resembling a compliment /R 8 1Y, [7]

{7330
postscript [ 'paustskript ] n. a note appended to a letter after the signature ( {5 A% % 5
) X, BME

Part V Exercises

I. Arrange the following in proper form as they should be set out in a letter.
(1) Sender’s Name: Guangzhou International Trading Corp.
(2) Sender’s Address: 198 Yueken Road, Tianhe District, Guangzhou, China
(3) Sender’s Telephone: 85239568
(4) Sender’s Cable Address: 5527GZ
(5) Sender’s Telex Address: 3328 gz CN
(6) Date: September 15,2007
(7) Receiver’s Name: Standard Oil Company
(8) Receiver’s Address: 38 Fifth Avenue, London, EC4,U.K.
(9) Subject: Refrigerators

Message.

(1)We thank you for your letter of September 3, 2007, inquiring for the captioned goods.

(2) The enclosed booklet contains details of all our refrigerators and will enable you to make a
suitable selection.

(3)We look forward to receiving your specific inquiry with keen interest.

I1. Address an envelope for the above letter.
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II1. Match the following phrases.

(

e e e e

) 1. letterhead

) 2. reference number
) 3. body of the letter
) 4. salutation

) 5. subject line

) 6. signature

) 7. postscript

=

@ ™o a0

2H55
frik
FRIF
1E3C



