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Task 1
Basic Knowledge

Unit 1

Introduction

‘ ‘ d several important prmciples of good wriﬂng
2 Grasp the stmcture and layout - of a busmm letter. :

With the rapid development of China’ s economy, China has more business
communications with foreign countries. Nearly all important business communications
are eventually put into writing. No modern business could exist for long without letters
and other forms of written communication. In companies, many letters are sent out or
received to or from suppliers, wholesalers, prospective purchasers, middlemen and so
on.

When a letter is sent out, it contributes to the company’ s image. Both the
message and the layout of the letter are important. If the letter is curt,the company
appears abrupt; if the letter is dull, the company appears stodgy; if the letter is
discourteous, the company appears dominated. On the other hand, if the letter is
clear,the firm seems competent; if the letter is courteous, the firm seems helpful.
Regardless of who writes the letter, message will reflect the image of the company of

the writer. But how can we write a good business letter?
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Courtesy Courtesy means treating people with respect and sincerity. It is a key

factor influencing our success in the business world. The following are examples of
expressions that reflect courtesy :

(1) Would you please send us your latest price list?

(2) We would like you to send us your catalog.

(3)I’ m pleased to explain the situation more fully.

(4)Please accept my apology for the delay in sending you samples.

Completeness Completeness means the letter should include all the details
needed. Firstly , write all essential points in your letter. Secondly, volunteer something
extra, which you think,, may be helpful to your customer. Thirdly, offer alternatives
you are able to give when you can’t meet the requirements of the customer. Look at
the following paragraphs :

(1) Thank you for your inquiry of August 7". We are pleased to offer you
“Lenovo” computers at US $5 000 per piece FOB Shanghai for delivery before the
end of September. We usually accept an L/C, but we also consider D/P terms of
payment for an order bigger than 300 pieces.

(2) We also invite your attention to our other products such as table cloth and
table napkins, details of which you will find in the catalog, and look forward to
receiving your first order.

(3) You may contact our business connection in Shanghai for the goods you
need. But perhaps you would like to consider our semi-gloss printing paper of Tianjin
make , which is of similar quality.

Consideration  Consideration means to think the reader first. Firstly,
emphasize the “you” and “your” instead of “I” and “my”. Secondly, emphasize the
reader’ s interests rather than your own concern. Thirdly, express your sincere desire
to be of your help. Examples are as follows

1. You can get US $2. 80 profit on each “Forever” earphone you sell at
US $ 6. 8, for your cost is only US $ 4. 00.

2. Your check here before September 8" will maintain the sound credit rating of

your business. Of course,your credit reputation is a valuable asset that you want to
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keep ; but your account is now three months past due. Please don’ t delay another day.

3. We don’ t have the item at present . We can,however, meet your requirements
next year. Can we have the pleasure of serving you then?

Correctness Correctness means the message must be grammatically correct
and logically organized. Correctness in business writing is imperative because
incorrect message of the letter will create a bad first impression and do harm to
business.

The following sentences are incorrect. Please correct it

(1) The delivery was found to be correct when it was examined; the invoice
contained a serious mistake.

(2) As a customer of our company,] am sure you will want to take advantage of

the best price we can quote for this item.

The business letter is the principal means used by a company to keep in touch
with its customers. The customers form their impression of the company from the
letters. So the above-mentioned principles must be borne in your mind when writing

business letters.

1.2.1 The Structure of a Business Letter

A business letter usually includes the following parts:

(1) The Letterhead

The letterhead shows where the letter comes from. It includes the company’ s
name and address, the telephone number, telex, fax codes and ZIP code. Most
companies use letterhead stationery for the first page of every letter. The company’ s
details are typed in the stationery. In most cases,the written letterhead is put at the
right top corner. Some companies put it at the left top corner or in the middle. For

example ;
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Newswen Co. ,LTD.
Shanghai office ;
9FL. No.2601 XIETU Road
Shanghai. China.
TEL: 021 - 64261058
TELEX: 12365 Newswen
P. 0. BOX 200030
(2) The date
The date is necessary because business letter is usually placed in a file and used
as a form of documentation. The date line consists of the date, the month, and the
year. The date is usually placed below the letterhead. But sometimes it is placed
above the inside address. Two wide styles are acceptable:
July 7,2009 ( American style) 7" July 2009 ( British style)
(3) The inside address
The inside address includes the receiver’ s name, title, and address. It is the
same as the address on the envelope. The inside address is set at the left margin above
the salutation. For the sender, the inside address can avoid any mistake; for the
receiver,it can be used for a file especially when the envelope and letter page is
separated. For example:
Ms. A Coates
Belle View Textiles plc
6 West Way
Belle View
Manchester
UK.
(4) The salutation
The salutation is the conventional greeting which begins the message. It serves
the same purpose as saying “hello” on the telephone or to meet someone. It usually

follows the inside address. Examples of typical salutations are:
British style American style

Dear Sirs, Dear sirs;



