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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
I)ll.\'i“(’.\'ﬁ cdreer as ‘\'(“” as in your P(’I'S()ll'dl li“('.

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; 1o exchange information., idea, plans and proposals; to coordinate; to
make decisions.

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

Thus emplovees 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 delay.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
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electronic system 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, ete.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
Dear Sir,

I beg to acknowledge receipt of your letier 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 thalt this unforeseen incident did not in any way inconvenience you, nor lead you 1o
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 1o settle any of our outstanding balances.

Please [ind 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

Telz s

Fax:

E-mail: ..

January 25, 20_
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Our Rel.No. ...
Your Rel.No. ...
(2) China National Light Industrial Products Import & Export Corp.
Shanghai Branch
128 Hulu Road,
Shanghai, China
Tel: ...
Fax: ..
E-mail: ..
(3) Dear Sirs,
(4) Re: Bicyceles
(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 vour prices FOB Shanghai if possible.
Meanwhile, please indicate the time of delivery you usually offer.
(6) Yours faithfully,
(7) Jameson & Sons Litd.
S.F.LOVER (Managing Director)
(8) Encl.
(B)
— PO A oR AT gy 8 LG
1.1ii 3k (The letter-head)
{7kt df % (5 AM A FR, Mk Ak (s 0. B7E TAEWR A T M5 & A il o il
frit, DMERENZE . HENAESMELESERN, {8005 LA, &al b
H_ l G vy
2. BN AR AL (The inside name and address)
RIERR IS AR 2R R, — MR A B, Rk B AMEE S
7 B9 55 7 A ]
3. Ff1¥ (The salutation)
X EE A AXUWCE A —FREROE . {7 B N bEE . 25T, Dear Sir3{ Dear Sirs
HEES &
4.5 i1 (The subject line)
ot % S8 SC, TR PR R R R A e, B RS R A AR B (R IE S R S

=
a
o

5.1E 3 (The body of the letter)

IE SO R R 2 1A

6. % E45E (The complimentary close)

Li’%"’%ﬁ% PR — R B ENE . BN S T A FROT AR — 20, W0 Faithfully yours, X /&R
A5 & Eid . S TOUEM L WAl S5 fE “Yours faithfully,” 3 “Truly

5 o - . Ay
yours,  (Yours truly,) 5% “Sincerely yours,” (Yours sincerely,) .



4

B 2

I EE A

7.% % (The writer’ s signature)
I 35 A MRS 0 AR . A T A 4 A K 4 R T LT 0 W
8.fff {4 (The enclosure)
AR A, RLEZLT MEY Encl. 8 Enc., ARETEAHIIH.
AN, BAERE A LI AMLS (The reference notation) . #53% (The carbon copy) Fil
(The postscript) 55, FAIARYE RGO MINEIIA, BIRAEGFHZET A,
(C)
e HAT @R, REEREE A, BT HEeE (E-mail) B9 5 ASCAGE R T AR

FBLACRT 55 TR Z2 005 52, TR0 A RR B30 5 SCIR R IR . X SR TE

LESHE M, Eadmmed. HEM TEL, Bl bk, FHME T " F

A" —1=.

LEFHEMAKMOEL, ZHER, MAEEMEY . 5iE.

3 BN g, ZH “common words”, HEKEMH  “colloquial words” .

R, SHAA BmEE XX —F, E-mail B 3CEMES SR ARG ZFRTS . 5
brdg & i & A 224k, 5 A& A B (AR 50 1 E -

New Words & Expressions

lifeblood nétﬁl‘?f‘ clear one’s account 4K
coordinate v, PR trace v. ERER, Arif]

ultimate success e ZX ALY commitments n. Jf A& FH AT L 55
eliminate v . fR2[E, fh4s in connection with 5§ -- e P S
enquiry n. W, 1R outstanding  a. e D0

offer n.wv. iR, Mk profuse a. &A% 5 A9

order n.v. 1Ty, JTH demise n.AETT

complicate v.fili & =21k take pleasure in 4T ()

to be liable to %) F-----fY indebtedness  n. 7 fiii

facsimile (fax) nv. fEH, KIEE inconvenience v.n. (ffi) ANff
on the Web  7F B HE W | balance n. WU 2%, K%
E-commerce H T /i 5% illustrated catalog  Bff A7 4 & 14 H 5%
pompous  a. 75 [ time of delivery 28 174

to beg to acknowledge receipt of  HIA YL indicate v.¥5H, £

inst. (=this month) A& H delivery n.2%C %%

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.

(feH) SEhr ERXMH . WA SRBESN —-MEBHA, @ EHEIGLNE T RE
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% .

fax (facsimile 4TS ) n.BEEHA; FHv. LfEHE

sent or received by... /Eif K4, T7E AP IRUE B E .

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

AT, WFrsw A, T, wf, XM, RE%

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

B2, | TRNWSTHERIEAR L, RIOTTARRKSRE .

due to (FHF) 2% kA% H1E, Al LLUL owing to/on account of/because of/as a
result of/thanks to 5§ . ZEBMZE, ENA RN AMEE, HE A GEHELF . M because,
since, as, for (Bh) SFR&in, HFEEN T,

4.Please find enclosed our check for £ 620, and accept our apologies for any inconvenience.

B pR 2F £ 620 9 8% S SR — 5K, AL, X P i AR BT RS2 TR .

enclose /& “PPRAF . BHF " Z &, 7ESbHEEH KB RS ERMEA, .

(1) Enclosed is a set of sample cuttings.

B R A L BT — £

(2) Enclosed please find our price list.

Bl ek 2 2377 0 B — 1y, AR

5.0ne of our customers is interested in your bicycles, particularly Model No.PA-18.

AR — D P XSRATH AT R, Rl & PA-18 4,

particularly ad JF I Hy ;. o (=especially)

(1) The last thing we want to do is to disappoint a customer, particularly an old customer
like you.

FEATF A JEABOIR LA B % R B L I R R X R A B .

(2) 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.

B SH 10 H R, (5 i sl 7 R A o, U R AR 3 A T B0 1% B X4

W& ETHEAT Bl T, XA R AR R

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

HAGEN M AHEY B R, WATEE, FEHRREIIE FOB L.

FOB (=free on board) JEME PR 5 MiE A1, Fx ° CRz#) M bLZ®mM", A
Wi AR



6 ST EiEFERE

Key Words

l.economy n.

(1) 5%5; WH

They will have to practice strict economy if they are to survive the recession.
(2) &¥F: KFIHI; LWL ZiFk

Our national economy is growing rapidly.

We have a healthy and vigorous economy.

The WTO (World Trade Organization) now represents about 142 economies.

planned economy X £ %% market economy i LR K
national economy [ [& 22 collective economy  FEIRZE 3t

economies of scale  HUFR £ i5F

24trade vi. % ; KT

(1) trade with eeeee- fif A

We trade with other countries on the basis of equality and mutual henefit.
(2) tradein 25 (FHH)

They trade mainly in light industrial products.

(3) n.Rb; KL

Our foreign trade is expanding day by day.

(4) n.FZ; 11l

How long did it take you to learn your trade?

The students can be trained for many trades.

3.market n.

(1) i

The market determines what goods are made.

(2) miffr; 171%

Your price is out of line with the market.

The market is strengthening.

(3) #i#%

There is no market here for such goods.

(4) be in the market for... FHEEW) L - -

They might be in the market for sophisticated equipments.

(5) cometo (into) the market =77

We’ 1l contact you as soon as the new crops come to the market.
V. HEHY

This product is being marketed in all European countries.
marketing n. EHH; HHF

market (be) firm with an upward tendency 737 HE, A L ik #
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market (be) weak with a downward tendency W73 5, A N EkBEH
market (be) brisk 1135 {% K market (be) dull 1554 Hi
market (be) uncertain T 3 A3 E

Preposition

A i) S TP R TR BR A R 28 2 — ORBEELMUE T, R R (F e 2 A0 Y
) ZETAE R, T LA AR AT R L SR R R A MR 20T, (AR
Bl f AR, JLF-FE A Frp AR al BB, 42T S0 8RSk Rl 0 B E A . X
PL tat” AT

AT

“at” 0] ROl FoR Mo T CHR A — AN ) o BEED SR AT o A% L B R
HF, .

at the window 7E7 i at the bus stop  TE7R 450
at one o’ clock  7F — g at that time  7EJIF A5}

at our price AT At at a high speed DAy il J&
at one s risk oo HRAH XS at a loss AN TS

al the cost (expense/sacrifice) of = [he-re-- JAH (4 )

“at™ ] Bk R — KR B RFERES ], A0 ar dawn @ 58, at dusk 58, at noon IE
at night 8 I, at midnight 1% .

“at” W] R R AR B, Wl at first H A, at last )T . at mostiX %, at least £, at
best e 4f , at worst e .

TEAN BB, “at” 19N HAERCAT -

We would like to receive your specific enquiry at an early date.

AR A H WCEI R T B R

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

Fe A H G —7E 2= FHAT % e AURE )

Our company is ready at any time lo give you any assistance.

Fe 2y wl e A B 45 T ORAV AL 4] 35 Bl

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

1T OATIZ A w55 R, 7R AR O T S A O AR

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

through negotiation.
A A RO S, R SO PR ke LR aRE G
Our terms are by confirmed, irrevocable letter of credit, available by draft at sight.
AT AR AR . A TR 0 . WEERIA Y (SR (& HIE.
I wish to make it clear at the outset that this matter of labels is entirely our problem.

WA —JFIRRE PG 2, bR B RAT A A AL,




