B 2ER ES EXFF

A




MRS HRET W RIIEM

BUSHECSS
B BEE EE EuE W

s pf CICEFEREERES
YDE\fJ L FIsSE=iE
o

SN[
Cd bl

A

—J

W R
MG B B B NS
ST WA
= KIS
;

HIGHER EDUCATION PRESS  BEMING

Eﬁ%?ﬁﬁiﬂﬁ%ﬁ



EHERFE (C 1 P) B

T BB/ R R . —— b

B A, 2013.3
ISBN 978-7-04-037046-1

I.

faek — 51 - MFFR - V. DOH315

R0

Q-+ M. O M. OHEFRR S - 38 - ik

FERRAE A1 CTP HudlitzF (2013) 38 042525 5

FhgwsE  Sk4EtE ZFE OB TG 2 K HELTE R

It | 5% TR F OB DHEENH] B

BT S ifHLIE 400 810 - 0598

Lo e AERETTERX SN A 4 S % HE  http://www. hep. edu. cn
B E4wES 100120 http://www. hep. com. ¢n
El il bR R R PR A ] [ 1T http://www. landraco. com
H A 787mm x 1092mm  1/16 http://www. landraco. com. cn
gk 12 Mt Y 2013 4E3 AE 1K

F O 22 FE Bl & 2013 4E3 A% 1 KENRI
M- 010 —58581118 E iy 27.00 75

AATUNEGROT, BITT . IO R (RO, 7 0 A P 0 TR A

BRI RELAST

kS

37046 - 00



ED

= B

I ), FREXAMSFBRZET E PR A AR, 38 D1F R IR A
PR . B 5 H R EeRINERE NI S TIEBRR S5 A, BE20114F, EEHC i
32PTRBE IR S5 S EARN Mk, 27002 FreAE R 1R 55 BT [0 IR R .

(BRI SR ) RYBMIMBOT B ERENLRE . R BAFLEHIGERAT) , FErEM
FREREs . 1 I E PR SRR S EGE, FEARETY | A S R A R A B
it, HARERE S brRE ) SRR SCE TR, RETEREIPRERE R I SEH R 55 |
2R, TH, SMEFTENE SRR SEEL AT,

ARBM S IORRF A, WEESEEE. SR, B ARRRE IR SGE
FEOUAMER, R, WAESE, BOHHE, FRasin], RIS M IRIEH B
&, HEIESHEE. BSUEE T RIERRRE SRR =P, LUESHIaiN £ & 2N BT
BRSNS S G ARWRYE , BRI B 5 RE T . SCERBE I RIRIRTRE S . AEE M
BALUF4M A

1) FRHMINE S . %, UE=&1RKR

BRI, WY St 225 R R RIS . EMHRBUES . B SRS
=M EHLEIFEE. AREBOAAPTIE, WIEES 533 R E R 55 5501k,

2) FEHE SR 55 A PRRE ST R

AR IE R 55 FETE N PR RSB SR B4 a3, TEFTIFLSCAIE S RA DB RIS, 95iE1
SALRG 55 A8 PRRE IR IR, BEIRREbRLEYE, S mTE L TSI AR E B R 55 K R PRI A
YEFE BSOS | B SO R A A RE

3) sy bR R SRR SHRER B

AREF 5 R 55 TR CMIE B s S5 RN SERERE ], BB SR AR ) 2 PR R AT
AES1, MHZERPOLFTFREHSRIR R 55 I AL R S5 RIR RIS | R bR
Wik, ERT S ERERSE RS WRIRLUGRA | B SESRSHEE.

4) FHSTAE B B

AZM R TR, ERE SRR TR EIR, BEBREBEAR 580 ik
it EERLMERE SRS, BB SRS R SR T SRR T AR T
LB, BrIrer M2 IR T B 5 2TRE ).

AERIVEMEAFEMN . BOTHA . SEBBCAPPRES LR BCA R, a5k
W AEE | e HR R 55 ST ANZE 507 1) 8~ A AR AN 27 1) AR A



FERFSRIBRE

AER D ¥ 0 2 F B S5 G E LB B P B AR T, MR
F R AR S5 IOEBA AR LR, T HB RS 5 SR SR METE , il
ORIE T AEEA OGS TR . Bl RO A A B REMEAR I b 12 5 28 A i 45 S B

& &
20114£7H

il



]

A2 — e . ERAC OSSR AT AR TR . REMAWTOLLE, EBRLE
MS&FGEBERI2AEFNIE 2SI EREBRA S0 —FEliE S, m5JEiEgg (L
FTEARER L) RMFERSMEG A 5 S EFREE TR . FiReR iR RIR, HRiE A
GYERNE, REEFR S 5 Mol G2 FE T

ARPHAEEFR S 5 0 E AR, AR MIBRE], RGHGS N ARSI
o RO EEAPERAE 2 AT HE PR 5 S TR eR H AL b, 2R i 2 A FERLL B DN TG 5 i
Jo ABIEEAAERR 5 5 ARTEARR HAIE ST LA KRR, B T R E SR RS 1
g o gutle ESRIEIAN g TR, WS, 5P R E BR 5 Sl SRR 2
H. EERK, BT RIFHSERIEM RGN, AT TERRME 1 5L b 3 RURIE s i T AR
s, FHOMS 7 AEOFMAESEESR; WINTED . &5, #ifk . RESENE, 7
1 BRI Y KT 2 ) H AT

YIRS . ST, R TRtk HEREFNTORTZE5], PFARE
MBS B SR, WNEMNEARTIE, GRTEE. F, FEEHEREARIAME S
AREVKIE, S5 TEE R bR 5 5 N A A At S ST, Tl 3 U1k b 7
SRR RS, A ECA BRI R

ABH PRI ENHGEEPAEE TS, A, SRE . . WA . ROEES 5%
5, HhNH BN TE E MG, AR T ESEE B K IR, R
FER RN TRAE LT LG R 3 TR RSB TR, RSN A R T TR, 42
T REFEM, TR — R RO i

HTFABHEMEANGKFAR, BRI ER G E 2L, BiEEHABN KEEAR
WEIE, JHEHAAERE AR, DERMNSEEIT. REHses,

[E:3:3
20124118

iii



ABEEA

5 S O RO 2 AR A A HRRAR o AR AR 2 AT R
il AT R s CR AN RIERMEFEERGE) , HAT AR AR A
17 (Y R FFHERMATEUE ; FRICTRE, K BHOE B R 5T, AT
HEY TR Y, PRAPEEH B S AR, B IR AR G
R, FALKEC S TR TR R L R IC TR A SR A A T
FED T B RN LA ERREATH, 78 R 24, At
LA TIN5

R&ERZFEIREBIE  (010) 58581897 58582371 58581879
RBIREEREE  (010) 82086060

R # HRZ4REFFE  dd@hep.com.cn

BEMIE PSRRI WSEEE AR S
R4S 100120



Chapter One

Chapter Two

Chapter Three

Chapter Four

v

Contents

Structure and Layout of a Business Letter - - - « « - - - 1

l. |ntr0duction ............................................................................. 1

”. Principles of good business ertlng .......................................... 1

“I' Parts of a bUSIness Ietter ......................................................... 5

|V Layout Of a business Ietter ..................................................... 14

V' Format Of an enve|ope ........................................................... 18
Notes ..................................................................................... 19
ExerCiseS ............................................................................... 19

Enquiries and Replies = = + ¢ = = « « ¢ ¢ 0 0 000 . 21

|_ Related information ................................................................ 21

” Technical terms ...................................................................... 22

”I Sample Ietters ....................................................................... 23
Notes tO the samples ............................................................. 28
Exercises .......................................... sy s vl e 30

Offers and Counter-offers « - - « « « « « « « « « o v o 33

|. Related information ................................................................ 33

” TeChnicaI terms ...................................................................... 34

|“ Sample ‘etters ........................................................................ 35
Notes to the Samp|eS ............................................................. 41
Exercises ............................................................................... 42

Orders and Their Fulfillment - - « « « « « « =« « . .. 45

I' Related information ................................................................ 45

” Technical terms ...................................................................... 46

||| Samp|e |etters ........................................................................ 46
NOteS to the Samples ............................................................. 51
ExerCiseS ............................................................................... 52



Contents
T i ot ) s R B T S N B S G N S GO R S i Gl et e R ]

Chapter Five Packing ------------------------ 55
I. Related infOrmation ................................................................ 55
“ Technical terms ...................................................................... 56
I”. Sample Ietters ........................................................................ 56
NOteS tO the Samples ............................................................. 62
Exerc'ses ............................................................................... 63
chapter six Insurance ..... e © o o s o o o & 8 ® e e e e o o @ 66
|' Related informaﬁon ................................................................ 66
” Technical BEIINIS v v v sttt 67
1. Samp|e Jetterg -«re o reerrrrerrr 68
NOtES t0 the SAMPIES ++++++++wseeresesrusssmmsnssisisse s 75
Exercises ............................................................................... 77
chapter seven shipment ....................... 80
l. Related Informatlon ................................................................ 80
1. Technical termS = x-x-rrrrermrrrr 81
1. Sample JettErg - reereerrerrrrenreniiniiiiriiiieiiiir s s e 82
Notes to the samples ............................................................. 90
Exe’-cises ............................................................................... 91
chapter Eight Payment ........................ 94
l. Related information ................................................................ 94
“‘ Technical terms ...................................................................... 95
III‘ Sample Ieners ........................................................................ 96
Notes to the Samples ........................................................... 104
Exercises ............................................................................. 104
Chapter Nine Complaints and Claims - - - - « = « « « « « « « . . . 108
'. Related |nf0rmat|on .............................................................. 108
”‘ Technical terms .................................................................... 108
”L Sample 'etters ...................................................................... 109
Notes to the Samples ............................................................ 115
ExerC|ses .............................................................................. 116



TSRS RIEREB

chapter Ten Agency ooooooooooooooooooooooo
|_ Related informaﬁon .............................................................. 120
“ Technical terms ................................................................... 120
”| Samp|e |etters ..................................................................... 121
Notes to the Samp'e letters .................................................. 129
ExerCiseS ............................................................................. 130
Chapter Eleven International Business Contracts - - - « « « « « = oz
I‘ Related information .............................................................. 134
” Technical terms .................................................................... 135
II'. Sample Contracts ................................................................ 136
NOteS tO the samples ........................................................... 145
ExerCiseS ............................................................................. 146
Chapter Twelve Miscellaneous Business Correspondence - ol
I Related information .............................................................. 149
” Samples ............................................................................... 150
ExerCiseS ............................................................................. 160
SBEWME - © ¢« ¢ ¢ v o 0 s e e e e e e s s et e e e e e e s s
Key to Exercises ...........................

vi

134

149



Chapter

Structure and Layout of
@ne a Business Letter

i | I. Introduction

Business English is standard English applied to specific business purposes. In today’s
highly developed and toughly competitive business world, few international business
transactions can be carried out successfully without correspondence at some point.
Therefore, business correspondence is still a basic activity involved in trade, and remains a
very important form of communication even nowadays. Business letters, including cables,
telexes, e-mails and faxes are the silent salesmen of companies, representing its close contact
with the outside world and delivering their companies’ images to the public. Business letters
are written for exchanging information and bridging over the desires between buyers and
sellers, and they are often an arrangement or regarded as evidence of a contract. Therefore,
efficient letter writing in English is very essential and indispensable in international trade.

Every business message is designed to achieve a specific business objective. Its success
depends on what it says and to what extent it induces a favorable response from the reader.
Good quality paper, an attractive letterhead and neat appearance of documents help achieve
a good impression of the company, but they are less important than the message they carry.
The most effective letter should be easy to read and easy to understand. They must be
friendly and courteous.

In order to write a good and effective business letter, the writer should be equipped with
the following skills: a good command of standard English, knowledge of business theories
and practice, and knowledge of technical terms and skills in salesmanship.

\/| I1. Principles of good business writing

Business letters play an important role in developing goodwill and friendly trade
relationships. A business letter is considered successful when the receiver interprets the
message as the sender intended and at the same time it achieves the sender’s purposes. In
order to meet these objectives, the writer should always bear in mind the essential qualities
of business letters, which can be summarized in the following 7 C’s principles.

1. Clarity
The writer should try to express himself clearly, so the reader will understand correctly.
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To achieve this objective, the writer should be quite clear about what he wants to say, and
convey his meaning with appropriate words in correct sentence structures.

Use expressions with precise/accurate meaning. Don’t use words with vague meaning
such as “seem” “perhaps” “maybe” “almost”. Avoid ambiguous sentences. For example, “It
is estimated that...”, “it seems like ...", “We perhaps can deliver the goods in April.”

Write in plain English. “Plain” means simple, clear and easily understood. Expressing
yourself in simple English will make your message clear at first reading.

In short, good, straightforward and simple language is what are needed for business

letters.

"on "ou

2. Conciseness

Conciseness means saying things in the fewest possible words. A concise business
letter should say things briefly but completely without losing clarity and courtesy. Follow the
Principle "KISS" (Keep It Short and Simple). Use no more words than what are needed to
make your meaning clear. Busy businessmen and business women today do not have time to
read long documents, and they welcome the art of letter which is direct and to the point.

In most cases, keep your sentences short and avoid the over-frequent use of such
conjunctions as “and” “but” “however”, for these words make sentences longer.

Don't be wordy. Use plain, familiar words and prefer short words to long ones, a single
word to an elaborate phrase.

Avoid using such padded expressions as “it should be noted that...”, “due to the fact
that...” and etc.

For examples,

..............................

| am in receipt of your letter of 8 July which we received today. (i2¢7)
Thank you for your letter of 8 July.
I should be glad if you would be good enough to advise me when it would

be convenient for us to arrange to meet to discuss this matter further. (x)
Please let me know when we can meet to discuss this. (v)
We require furniture which is of the new type. (x)
We require new-type furniture. (V)
Don’t hesitate to contact me. (x)
Please contact me. (V)

Please feel free to contact me. (v)
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3. Courtesy
Courtesy is, not in using polite phrases, but in showing a sincere You-attitude. It is the

quality that enables us to refuse to perform a favor and at the same time keep a friend. A
courteous writer should be sincere and tactful, thoughtful and appreciative.

Deal promptly. Answer letters on the day you receive them if you can.

Respect the receiver, respect their views, and respect their customs and habits.

Take a friendly and modest tone. For example,

Cold, aloof Friendly, warm
Your letter has been received. We have received your letter.
Your complaint is being looked into. We are looking into your complaint.

It is regretted that the goods cannot be |I’'m sorry we cannot deliver the goods today.
delivered today.

Use active instead of passive voice. Active voice makes the tone more interesting and
lively, gives your writing a focus, shows responsibility and is more personal and natural. But
passive voice makes your writing vague, denies responsibility and creates a distance between
you and your reader.

Never accuse your reader of making a mistake.

Never be unsympathetic, condescending or rude.

Always be grateful for a favor.

Always be sincere and clear.

4. Consideration

Consideration emphasizes You-attitude rather than We-attitude. When writing a letter,
keep the reader’s request, needs, desires, as well as his/her feelings in mind and try to put
yourself in his/her place. Plan the best way to present the message for the reader to receive.

Use the language and message for the receiver's needs. It's also better to focus on the
positive rather than the negative approach. Positive writing will give the reader a better
impression and ultimately improve its effectiveness, while negative language triggers negative
results.

For example,

If you do not return your form before August you will be too late to attend the
conference. (Negative)
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Please return our form by 31 July so that we can register your name for the

conference. (Positive)
| write to send my congratulations. (Negative)
Congratulations to you on your promotion. (Positive)
We won't be able to send you the brochure this month. (Negative)
We will send you the brochure next month. (Positive)

Avoid irritating expressions like these: our failure to reply, your neglect; your refusal
to cooperate; you fail to, you have ignored; it is not our fault; you cannot expect; we must
insist; you should know.

5. Concreteness

To make the message specific, definite and vivid is the key point of concreteness. Avoid
being too general, vague and abstract, especially when the writer is requiring a response,
solving problems, making an offer or acceptance, etc.

Always aim to include all necessary details in your letters such as dates, times, figures,
sum of money and technical words.

For example,

.............................

The meeting has been postponed. (Vague)
The meeting has been postponed to Monday 14 July at 10 o'clock. (Concrete)
These brakes can stop a car within a short distance. (Vague)
These Goodson power brakes can stop a 2-ton car within 24 feet. (Concrete)
Various aspects of this equipment make it a good choice. (Vague)
This machine is a good choice because it is more compact and less expensive than other
ones in the market. (Concrete)
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6. Correctness

As applied to a business message, correctness means appropriate and grammatically
correct language, factual information and accurate and reliable figures, as well as the right
forms and conventions.

To guarantee correctness of a business letter, the writer should always bear in mind the
following:

Choose only accurate facts, words and figures;

Be clear about the meaning of all the terms and jargons used;

Be honest about the things you say;

Use the correct level of language;

Observe all the writing principles.

7. Completeness

A business letter should include all the necessary information, for an incomplete
message may result in increased communication costs, loss of goodwill, sales and valued
customers.

It is essential to check the message carefully before it is sent out.

All'in all, good business letter writing is to write simply, and in an easy and natural way
just like one friendly person talking to another.

III. Parts of a business letter

Broadly speaking, most business letters are composed of the following 13 parts.

1. letterhead 4z sk 8. body iESC

2. date B 9. complimentary close 4 Z#%
3. reference %5 10. signature & %

4. inside address #} A 1k 11. enclosure notation F4

5. attention line #58MAZA 12. carbon copy notation #yi%

6. salutation #&=f 13. postscript =

7. subject line F & 47
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Among them, letterhead, date, reference, inside address, salutation, body, complimentary
close, and signature are standard factors and must be contained in a formal business letter. The
others are optional parts. Whether to use optional parts depends on the specific situation. The
approximate locations of these parts in a busines letter are as follows:

LETTERHEAD
(Date)
(Reference)

(Inside Address)

(Attention Line)

(Salutation)

(Subject Line)

(Body)

(Complimentary Close)
(Signature)

(Enclosure Notation)
(Carbon Copy Notation)

(Postscript)
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1. Letterhead

Letterhead designs, expressing the personality of a company, vary with business
organizations and are generally printed on the company’s stationery. Usually, it may be
positioned at the center or at the left margin on the top of the page.

A business letterhead contains all or some of the following elements: the sender’s
company name, postal address, postcode, telephone number, telex number, fax number, and
even the logo of the company (some picture or slogan for a symbol of the company).

If a sheet of letter paper does not have a printed letterhead on it, the name and address
of the sender’s company should be typed on the left or right margin.

New World Computers, Inc.

1881 Long Beach Street

Los Angeles, CA90025

Tel: (213)686 0000  Fax: (213)686 0001

2. Date

Every letter should be dated—never send out a letter without a date. The date should
be placed two lines below the letterhead either on the right or on the left, which depends on
the styles you decide to use.

The names of months are preferably spelled out in full and not abbreviated. Avoid using
figures, because practice to write dates varies in different countries. British practice follows
the order of day, month and year, while it is the US practice to write in the order of month,
day and year. For example, 6/8/2010 could be taken as either June 8 or August 6, 2010. The
recommended forms for dates are as follows:

June 14, 2010

14 June 2010

There is a growing tendency that the DAY is expressed in cardinal numbers, e.g. 1, 2, 3,
4... instead of ordinals, e.g. 1st, 2nd, 3rd, 4th..., because when dating a letter, beginners are
apt to write 1th, 2th, 3th, 21th, 22th, 23th, and 31th, or 11st, 12nd and 13rd.

3. Reference

The reference number is generally used as a useful indication for filing and linking with
previous correspondence, so it must be easily seen. It is often placed two lines below the
letterhead or the date. The reference may include a file number, department code or/and the
initials of the signer followed by that of the typist of the letter. It is often typed in short form
as "Our Ref.:” for the sender’s reference number, and “Your Ref.:” for the recipient’s. If both



