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/Unit1 Modern Business Letters

Text A Effective Business Letter-writing

The objectives of communication are to obtain complete understanding between the parties
involved. If you can communicate effectively, that means you have an important, and highly
valued skill. Effective communication is the “lifeblood” of every company and a key to success in
your business career as well as in your personal life.

Communication is so important that without it a company can not function. Since a company
is a group of people associated with business, its activities require human beings to interact with
and react to each other; to exchange information, idea, plans and proposals; to coordinate; to
make decisions.

Communication to person outside the company-customers, inquirers, suppliers, and the
public-can have a far-reaching effect on the reputation and ultimate success of the company.

Thus employees who communicate effectively can contribute in a variety of ways to the
lifeblood of their company. Successful messages eliminate unnecessary additional correspondence,
save time and expense, build favorable impressions, enhance goodwill, and help increase
company profits.

In the business community today, the importance of good communication skills is even more
stressed, as it is essential that employees can use the tools of the developing information

technology to communicate clearly, accurately and effectively.

Text B The Language of Modern Business Letters

All business letters have two main functions:

A)To ask for and give a reply to an enquiry, offer, order or complaint.

B)To keep a record of all the important facts for ready reference.

The language of old-style business letters is often long and complicated. Such letters are
liable to confuse the readers. A confused and over long letter may be put aside until someone
explains its meaning, and this may mean delays. Since a letter is written for the readers, the
language of modern business letters should be simple, clear and direct. The writer states the
purpose of his letter briefly, and the letter is short and friendly. Such letters help the writers as
much as the readers, and will probably mean an earlier reply.

Nowadays, more and more people like to do business through a fax machine by sending faxes or
even on the web by sending E-mails. The former is the abbreviation of facsimile, which is actually an

exact copy of a document, a picture or a piece of writing sent or received by an electronic system
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using telephone lines. The latter is correspondence sent or received on the web, which is faster and
more convenient than ordinary letters. At the moment,the E-commerce involves offering, ordering,
enquiring, payment and complaint, etc. But all these are still based on the business letters. and
everyday language. So, effective writing is vital to the success of business activities, which includes
correct form, explicit content, compact structure, natural and conversational style.

Here are two letters. One is an old-fashioned, pompous style of English, which is too long

and complicates the message. The other is in a simple and clear style.

] Old-fashioned Style j

Dear Sir,

I beg to acknowledge receipt of your letter of the 15th inst. in connection with our not
clearing our account which was outstanding as at the end of June.

Please accept our profuse apologies. We were unable to settle this matter due to the sudden
demise of Mr. Noel, our accountant, and as a result were unaware of those accounts which were
to be cleared. We now, however, have managed to trace all our commitments and take pleasure
in enclosing our remittance for £ 620 which we trust will settle our indebtedness.

We hope that this unforeseen incident did not in any way inconvenience you, nor lead you to
believe that our not clearing our balance on the due date was an intention on our part to delay
payment.

We remain, yours-:-
[ Simple and Clear Style ]

Dear Sir,

I am replying to your letter of 15 July asking us to clear our June balance.

I apologize for not settling the account sooner, but due to the unfortunate death of Mr. Noel,
our accountant, we were not able to settle any of our outstanding balances.
Please find enclosed our check for £ 620,and accept our apologies for any inconvenience.

Yours sincerely,

Text C The Parts of Modern Business Letters

(A)
(1) Jameson & Sons Ltd.
34 Madison Square
Melbourne E. C. 2.
Australia
Tel ;-
Fax;--
E-mail ; ---
January 25,20_
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Our Ref. No. -

Your Ref. No. ---

(2) China National Light Industrial Products Import & Export Corp.

Shanghai Branch

128 Huchiu Road,

Shanghai, China

g 7 R

Fax:-

E-mail ; -

(3) Dear Sirs,

(4)Re: Bicycles

(5) One of our customers is interested in your bicycles, particularly Model No. PA-18.
Please send us a copy of your illustrated catalog, quoting your prices FOB Shanghai if possible.

Meanwhile, please indicate the time of delivery you usually offer.

(6) Yours faithfully,
(7) Jameson & Sons Ltd.
S. F. LOVER
(Managing Director)
(8)Encl.
(B)
B {5 R B B ER S

— AR LAF R AT 2 R 8 AR

1. {Z3k (The letter-head)

RAGANHZAFR St A& (E H . BITETEBE AN T##E R BTJ7 ATAL foyat, A
Hiam 2%, HEIAEANEESE, FERHBIBRE LHRIMETUE ERSHES,

2. & A H 4k ( The inside name and address)

WfE AN FrRstat . —MRIVERFENA E7 LI T HRtiit 5EHEHRAMR.

3. FRIE ( The salutation)

HEAXMBE AR —FpFRIFE, B EH At T, 2 P47, Dear Sir 5 Dear Sirs F15
B,

4. 351 (The subject line)

o4 RS, R AR B B R 5 i, — R R E R A & FRIESERSEE,

5. IEC(The body of the letter)

(EE:PERENS

6. RE 45 (The complimentary close)

LER(E R —FhEE . BN 5 T AR FRIFAE—3C, 40 Faithfully yours , 33 & Bk 75 4
WHNEEE MY TFIOER“# L7, ] 5" Yours faithfully,” B “ Truly yours, ( Yours
truly, ) ” 8% “ Sincerely yours, ( Yours sincerely, ) ” 2,



4 SR EERHY

7. % 4% ( The writer’s signature )
BENES . HETHEREE, HEXNY THE2 A2 FMEBRAL, 7T LETFEH.
8. {14 ( The enclosure)
W P A B, N ZEAE T MR Encl. 58 Enc. , A5 TR4H51 8
WAMAE (ERZ I AL S (The reference notation) . #51% ( The carbon copy) Flfff & ( The
postscript) %, Al MR % BLIAIE MBI IEFIA , IAEE I ZE T Mo
(C)

YR H AT PR A TR 2K, B R (e-mail ) 915 5 A SCHARGE R T BLACAE 6 AR
BT R Z A4S B T HMAFAE 5 SURSFIE, X EERIE

1 S5/ i, A E MR, A THEL BB St FdhRd 787
—i,

2. IEFEMARMOEL, ZREA ERNEEMRER . 5.

3. HiAE NG, 2 H “ common words” , FHFE KB “colloquial words” ,

MR CIREAETA P EEE 8, KXXEMES SRARZRMR KRG EmA
A5, BAEE AR EARAE BT E o

New Words & Expressions

lifeblood n. H:figsk clear one’s account %MK
coordinate  v. PHif trace v. JRER, 1A

ultimate success EZX NI commitments n. fARHEH X5
eliminate v. HR[&, F4s in connection with &------ Fx
enquiry n. {1, outstanding  a. AfFH]

offer n. v. M, ML profuse a. EAZLEH

order n. v. 3], iTH demise n.%ET-

complicate v. {#i% 241k take pleasure in KT ()

to be liable to 55 F------- 5] indebtedness n. 1
facsimile(fax) n. v.{EH,KIEE inconvenience v . n. ({#) A f&#
on the Web FEH BEM | balance n. Wt 250, &5
E-commerce H %% illustrated catalog [t #EE K H F
pompous  a. IFEH) time of delivery 3Z 55 HH

to beg to acknowledge receipt of AT\ F] indicate v.35H , B

inst ( =this month) Z4< H delivery n. 3%

Notes

1. ---which is actually an exact copy of a document, a picture or a piece of writing sent or

received by an electronic system using telephone lines.
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(fE) Lhr ERXF B A BEFH—FMEEA, B A EIERKE T RIS
fax (facsimile (45 )n. EEA (EH v. K{EE

sent or received by---J&id Z MR ME , A PG BEIE.

2. At the moment, the E-commerce involves offering, ordering, enquiring, payment and

complaint, etc.

EAT, B 7 559 ARk & T GRS RIS

3. But due to the unfortunate death of Mr. Noel, our accountant, we were not able to settle

any of our outstanding balances.

B2, B FRATM SRR A4 B 254, AT MR ARS

due to (1T ) 4P 3 ek % FHiE , 7] LAif owing to/on account of/because of/as a result
of/thanks to %, BFENE, ENEEMNAEIE, 5 RGEE & 1A, M because, since, as,
for( A R) S 1], G BT

4. Please find enclosed our check for £ 620,and accept our apologies for any inconvenience.
W PR 2T 25 620 JEBs LR — K, H AL, X ATE R A EEEZ R I E .

enclose 2" FHK A , & " Z &, 7ESP 31 ok b AR AL BIE AT, 40

Enclosed is a set of sample cuttings.

BEpR AT LT —E.

Enclosed please find our price list.

Bl ek A7 2T H B —17 , iH AL

5. One of our customers is interested in your bicycles, particularly Model No. PA-18.

AT —F P XRITE) BT B, R 2 PA-18 A,

particularly  ad. 555l #b ; JTH ( =especially)

The last thing we want to do is to disappoint a customer, particularly an old customer

like you.

FA 1B A SRR L i 25 2k SR 3, I R AR X R B

Thank you for your letter of May 10,in which you gave us a nice market survey, especially
(or particularly ) the price situation estimated from different sources of supply.

5775 A 10 HR& . (F9xiidii 7R Mmoo, L HRARYE & 7 (R 18 5 5t
WBFFT TR T . XA R AR RS

6. Please send us a copy of your illustrated catalog, quoting your prices FOB Shanghai if

possible.

HHARN —MEBRERE . A nTEE, EIREARANIM FOB LM,

FOB( =free on board) £ E 5 5 5 W& Rif, R/R " (RiZH) iy LBM7 , A RHLFR B
=L

Key Words

economy n.
I PR )



6 SFrFFEiFHY

They will have to practice strict economy if they are to survive the recession.
QSR ABA TR AR B AL A AR, R AT 40
2. BUF ABHIE L B TS ; TR

Our national economy is growing rapidly.

KA ERE T R R,

We have a healthy and vigorous economy.

A TR B A2/ KRR 81 3R HY

The WTO( World Trade Organization) now represents about 142 economies.
HRARBAERRKRT KY 142 2K,
planned economy ifRI| & L%

market economy TIHZGF

national economy [ERZEF

collective economy KL BT

economies of scale HIAEZLT

trade vi. £ ; L

1. trade with .- BEE

We trade with other countries on the basis of equality and mutual benefit.
A5 B H 0 Hal B 5 R E#HT RS

2. trade in 278 (&)

They trade mainly in light industrial products.

i EFEEERT ™

n.

1. %15 3K3E

Our foreign trade is expanding day by day.
HATHIXTSMH 5 H 25 K

2. F 2k

How long did it take you to learn your trade?
WEX T FEAT Z06tE?

The students can be trained for many trades.

Xt af A ] DL T 2 AT 55

market n.

1. iy

The market determines what goods are made.
mREE 4

2.1t 471

Your price is out of line with the market.

TR0 A& S ASFE

The market is strengthening.

AT L.
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3. 84 R%

There is no market here for such goods.

X R i 7RI LB 44 B o

4. be in the market for---FEZE WL ------

They might be in the market for sophisticated equipments.

oA 17T RE B W SE RN o

5. come to(into) the market T

We'll contact you as soon as the new crops come to the market.
—BAWA BT, RATE K SRR .

V. $ 1 HESH

This product is being marketed in all European countries.

X S ATES B A BRI E 2K

marketingn. B4 ; B

market ( be ) firm with an upward tendency 3% 'R #& , F L Hk#a#
market ( be ) weak with a downward tendency Fi37 3K, B T BaH
market( be ) brisk T 3% {&BK market(be) dull T35 R %

market ( be ) uncertain FIHAEE

Preposition

NMARIGEFRIERNIALZ — ARPMERH, BEREREE(ZARESZHEH
) Z BT RAEE , BT LA A mARRT B Al 3E5E B RA NEAZ KL+, (B EHE R
TR, LGN AT A A 2. F SN FEE R A BEE M A

AT

“at” T P FT M A CHRIRRE— 50 ) BB CGRIAIER B0 ) O R L BSR4, T

at the window ZE&H Fi1 at the bus stop FEIR ¥k
at one o’clock 7E— /& 4 at that time ZEHRAT
at our price LA 5t at a high speed DA #EE

at one’s risk -+ 7R FH XU at a loss NEIFFHE

at the cost( expense/sacrifice) of [«+---- AR (H%E)

AT FISR RN — K R BRET [E] , 40 at dawn B%B%, at dusk £%8, at noon IE4F, at night
B I, at midnight 4K o

WA Sk R GG AT, U0 at first B 4G, at last B J5 , at most B2 %5, at least 2/ at best B
U, at worst i

TESN S R P R LA
We would like to receive your specific enquiry at an early date.
HERE R HBIR T BRI &

We shall not fail to revert to the question of agency at a later date.

N HJE—E BT 5 B AR,



8 SHEFEHE

Our company is ready at any time to give you any assistance.
Fo o v o % B 25 T AR AT AT 35 Bl

Owing to the financial difficulties at present that corporation will not meet your draft at

maturity.
i T H RT% 2 7 B9 55 B XE , 28 VRIC SR B R TC /143K

At its expiration, the termination or renewal of the agreement will be decided by both parties

through negotiation.
AP P IS, I U5 B R R L LR R
Our terms are by confirmed, irrevocable letter of credit, available by draft at sight.
FRATHI AT RSS2 ORS00 AN FTHCEE 1 L DL SR B AT Y ( SRENA ) 15 FEE
I wish to make it clear at the outset that this matter of labels is entirely our problem.
A TR, B PR AR FAT A & ARl
Please send us some catalogs at your earliest convenience.
R RARATE LRy H R
You can sell more this year according to the marketing conditions at your end.

WRAEVRAE (PR3th) T 1E 0L, RS 4E T LAE IR E 2 .

The exhibits at the fair have impressed the visitors very favorably.

(15) & oy ez LRI R4 T Z2IMERIFRIENR .

The goods can not be sold at a discount(at a premium/at retail/at wholesale/at auction).

T REST TN (F s th/ T/ A /) .

The goods are to be loaded either at Shanghai or Tianjin at seller’s option (or discretion/

disposal ) .
SRR AE LIS E) , B RS ), fSE (e (R e/ b3 ) .

At your request we send you under cover a quotation sheet showing our lowest price for

cotton.

IR J7 FE SRR AT TR o BB AR FE B R AR 52

Reading

Since a letter should always be written for the reader, the language used should be related to
his probable ability. There is no point, therefore, in using language that is complex( & Z%#]) if
you know that your correspondent’s (ifi {§ # ) knowledge of English is very limited. In these
circumstances, what you say should be expressed in simple and straightforward ( H # T 24 )
English so there will be little possibility of being misunderstood. Further, you should be careful
not to use technical terms in your letter unless you have good reason to believe he is familiar with
them. :

Long paragraphs and even long sentences are often off-putting ( 4 A 4 1% # ) to many

readers, whether they are familiar with English or not. While there is no point in composing your



