Unit1 Modern Business Letters

Text A ' 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 reader.A confused and over long letter may be put aside until someone explains its
meaning, and this may mean delays. Since a letter is writien for the reader, the language of modem
business letters is simple, clear and direct. The writer states the purpose of his letter briefly, and the
letter is short and friendly. Such letters help the writer as much as the reader, 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 using
telephone lines.The latter is correspondence sent or received on the Web.At the moment, the E-
commerce involves offering, ordering, enquiring, payment and complaint, etc. But all these are still
based on the business letters.

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 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 commitmenis 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**
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[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 B The Parts of Modern Business Letters

S Jameson & Sons Lid.
34 Madison Square
Melbourne E.C.2.
Australia
Tel: (0536)70525345
Fax: 356467132
January 25,20 __
Our Ref.No.-*-
Your Ref.No. -
(2)China National Light Industrial Products Import & Export Corp.
Shanghai Branch
128 Huchiu Road,
Shanghai, China
Tel; (021)64468726
Fax: 64468787
(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 Lid.
S.F.LOVER

(Managing Director)
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(8)Encl.

ooooooooa

0o0o0oOoooooo0 goooooon

1.0 The letter-head)

000000 moooboobo0oo oo momomad
godoooooooooboboboob0o0ooooob0o0o0oooboboboooOooooo

2.000 @ The inside name and address)

oddooooooooooooobobobooo0ooooooooboDbDooOoOoooo

3. 0 @0 The salutation)

0000000000000 00000000D00000  Dear Sir O Dear Sirs 0 O
ooad

4.0 D The subject line)

0o0o00moooo o000 o omoboooooooon

5.0 M The body of the letter)

oooooo

6. 0 0O O M The complimentary close)

O000O0O0O00OO0OO0OO0O0OO0OO0OOoOoOoOO0OO0OO0OO0O0 Fatbhfuly yous MO OODOO
0000000000000 00" 00000 Yours faithfully ' Truly yours. ( Yours
truly 07 O Sincerely yours « ( Yours sincerely (170 O

7. O D The writer s signature)

oddfdoodoooooboo0ooobbooobbooooooooooooooOon

8. O M The enclosure)

0000000 mMOOO0OO0O0O Ened. O Ene.@mooogobOO

O0000000D0DO0O The reference notation) 0 O M0 The carbon copyd O O OO The
postscript) D (0 0D 000000000 MOODOOOOOO

New Words & Expressions

enqurty n. 00O toputaside O OO0

offtr n.v. OOMMO facsimile(fax) n.v. OOMMOO
oder n.v. 00O onthe Web 00000

complicate v. O O0O0O E-commerce 0000

toask for O OO0 OO pompous a. O0O0O

to be liable to OO 00O beg to acknowledge receipt of [ 0 0 0O
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mst. 00O this month 0 O take pleasure in O [0 O O
clear one " s account [0 [J indebtedness n. O 0O
asaresult 0O O inconvenience v.n. 0 0O 00 0O
trace v. 0O0OO0O balance n. OO O OMMO
commtments n. 000000 illustrated catalog 00O 0000
in connection with O ---0 0 if possible 00O 0O0O
outstanding a. 00O time of delivery 000
profuse a. O0O00DO00O indicate v. O 0O 00O
demise n. OO delivery n. OO

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.

ooomoobobobmobomibooooodWooooooooobbbobd

fax( facsimile 0000 n.0000MO v.000

sentorreceived by 0 0000000000000 OOO

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

oo omomom™mooo

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

goooooboooboogooboobboooboooboboo

duetod D0 MOIOOOOO0OOOIODOO owmg tolon account ofLbecause ofCas a result of U
thanks to 00 0000000000000 O0O0D0O0O0DODOOOODO because s sinces as. for O
ooo@moooooob

4 .Please find enclosed our check for 0 620.and accept our apologies for any inconvenience.

0000 2000000000000 000DODODOD0OO0DDODOOO

enclse 0" OO0O0O0O0O” O00O0O0OD0ODODUODODODUODUOODODUOUOOOOO

Enclosed is a set of sample cuttings.

goooobobodgd

Enclosed please find our pricelist.

gobooobbooobobooog

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

O000O0O0O0O0OOoOoOoOoODOOoOboOOoDOoOboOOO pPA—180 DO
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particularly ad. 0 O O M M O especially 00 O

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

gobobboboboobobobbobooobooooooboo

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.

00 50 0000000000000 0000000000000O00D0OO00a0
gobooooobooobbooogobo

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

00000Db00D0ODO0O0O0O0O0000oooooboDbOoDoO0O FrOBOOODO

FOB(® freeonboardd DD 000000 MOODOO0DDMOOOOD"MWOOD O
ooro

Key Words

economy n.
1.00mad

They will have to practice strict economy if they are to survive the recession.
ooooooooooooooooooooo

2. 000o0co0mooomooo

Our national economy is growing rapidly.

oooooooooooo

We have a healthy and vigorous economy.

oooooooooooooooo

The WTO(World Trade Organization)now represents about 142 economies.
00000000000 14200000

planned economy O 000 collective economy 0O 0O OO
market economy [0 0O O O economies of scale 0 0O OO
national economy [ 000

trade vi. O OMMDOO

l.tadewith OOO0OO

We trade with other countries on the basis of equality and mutual benefit.
ooooooooooooooooooo

2uaradein 0D 000

They trade mainly in light industrial products.
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gooooooooooo

n.

1.00m 0O

Our foreign trade is expanding day by day.
gooooobooboood

2.00000

How long did it take you to learn your tradel
goooooooooood

The students can be trained for many trades.
gooooooooooooo

market n.

1.00

The market determines what goods are made.
goooooooo

2. 00000

Your price is out of line with the market.
gooooooooo

The market is strengthening.

gooooogo

3.00

There is no market here for such goods.
gooooobooboood

4.be in the market for 0 O O 0O 0O

They might be in the market for sophisticated equipments.
gooooooooooo

5.come to( into)the market 0 O

We 1l contact you as soon as the new crops come to the market.
gooooooooobooooooo

v. O0O0mdgd

This product is being marketed in all European countries.
gooooobobobooood

marketing n. O QOmMOO
market(be)firm with an upward tendency 000 0MOO0O0O
market( be ) weak with a downward tendency 0000 M O 00O
market(be)brisk 0O 00O market(be)dull 0O 00O
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market( be) uncertain {7 E
Preposition
gooooooooboooooooooooooooooobobooobooooooooao

DDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDD|DDDDDDDD
ubooobboooooobooooobboboooooobooooo

AT
0000000000000 MO0O0D000DO0mMOmMmODmO
at the window 0000 at the busstop 00O 00O

atoneo clock 0000 at that ime 000

atour price 0000 atahighspeed 0000

atone stisk 000000 ataless 0000

at the cost(expense Csacrifice Jof 0 000 D DO OO

goooooobooboobooobo

atdawnDDDatduskDDDatnoonDDDatnightDDEatmidnightElfFD

goo

at fist 000 at last O O Cat most 00 0'at least 0 O Cat best000 at worst O O

goooooobbbboooo

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

gdodoouoooooooo

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

I:ll:l_H_f_Efl:ll:ll:ll:ll:ll:ll:ll:ll:ll:ll:ll:l

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

O0DDO0OKERMOOODODOOOO

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

DDDDDDDDDDDDDDDDDDMDDDDDD

At its_expiration .the termination or renewal of the agreement will be decided by both parties
through negotiation.

godbooobuooobobbouobuouobooboo

Our terms are by confirmed . irrevocable letter of credit. available by draft at sight.

0000000000000 000O0CAEEffmooomooo

I wish to make it clear at the outset that this matter of labels is entirely our problem.

00 —fF#s00000000000000000

Please send us some catalogs at your earliest convenience.
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gobooboboobooboboon

You can sell more this year according to the marketing conditions at your end.
goo@muobmobobb@moooooooobobd

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

The goods cannot be sold at a discount(at a premiumUat retailcat wholesalerat auction) .
gobooomoboooooooooboman

The goods are to be loaded either at Shanghai or Tianjin at seller s option(or discretion U'disposal).
goboobbomoboobmboomboob oo

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

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%#Y)if you know
that your correspondent’ s{ 15 % ) knowledge of English is very limited.In these circumstances, what
you say should be expressed in simple and straightforward ( &L T 2§ ) 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% ) to many readers,
whether they are familiar with English or not. While there is no point in composing your letter in
artificially( A 3 #9 ) short sentences, you should avoid using very long ones that are either hard to
understand or ambiguous (& ¥ A {E ) in meaning. Your reader could get lost in them and therefore
fail to grasp your meaning as clearly as he should.If you have to write a long or complex letter, you
would also be well advised to number each of your paragraphs. This facilitates({# %55} ) easy reference

for you as you write and also for your reader when he comes to reply to you.

Skill Drilling

You are asked to write a letter or an E-mail in reply to the letter in the Text B. The letter
in reply should be arranged in proper forms.

The following are some words and expressions which may be useful in your writing:

as requested FHER price list H#rB
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catalog 0000 subject to A0 O OO0
for your consideration 0 O O O for our final confirmation O 000 OO
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Text A

Dear Sirs,
From the E-mail sent back by our Toronto Office, we know that you are one of the firms of good

standing and reliability in Toronto and are particularly interested in the export of various papers to
China.

By this letter, we are approaching you with a view to entering into business relations with your
company and hope to receive soon your catalog and other printed matters for reference.

Of recent years, we have done much business with the largest and most prominent houses in your
district. As is well known to you, the possibilities of importing the foreign products are very great here,
especially as we are now developing our economy.

We are confident that we shall be able to give you big orders if you would cooperate with us on
delivery, price and quality.

We look forward to establishing a friendly relationship with you soon.

Yours faithfully,

Text B

Dear Sirs,
From your letter of May 8, we are glad to leamn that you wish to enter into trade relations with this

corporation in the line of various papers.

In compliance with your request, we are sending you by air a catalog together with a range of
pamphlets for your reference.

If any of the items listed in the catalog meets your interest, please let us have your specific
enquiry, and our quotation will be forwarded without delay.

In the meantime, we hope you will tell us the name of your bank prior to the conclusion of the first

transaction between us.
Yours truly,



New Words & Expressions

firm n. O OO

standing n. OO

reliability n. OO

particular 2. 00O OO
approach vt. O00O0O0O

with a view to

enter into business relations with

goooon

uomooog

catalog n. OO0 M O

prominent a.

confident a.

Notes

ogod
gogoaog

gano
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inthelineof OO0OOOO

in compliance with OO0 OO0 OO
goo

for your reference 0O 0O 0O 0O

meet one sinterest OO0 O0OO0MODODO
god

pamphlet n.

specific  a.
forward v. 0O
in the meantme O 000
priorto OO OO

transaction n. OO

1. you are one of the firms of good standing and reliability in TorontoD 0 OO0 0O OO0 OO

uoooooobooo
D000 OD0'0000mM 000 company  corporation: firm[0 O 0 O 0 O O  house,

“gooooorod Cold. O Cop.lnec. OO0 MM OO company limted D00 0000

corporation incorporated [ 0 O O
2. By this letter. we are approaching you with a view to entering into business relations with your

company- -

ubobooooomoboooooag
a)approach( 00 00 M 00000 MUODDODOUO0OODOD withODODMOODOODO

gboooo

As soon as any fresh supply comes in -we 1l approach(0 0 0 O with)you.
Oo0oooO0oooooOOoOoDoOOooDOoOoo
contact 000 0ODODODOOO

We" 11 contact you again when we resume offering.

ubobooooobooboooa

b) withaviewto] 00 I 00D OO0 MMIO

With a view to supporting your sales .

products .

we have especially prepared some samples of our new
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gdboobdobbooboouobuobbobuoono

Will you please let us know your trade terms and forward your samples with a view to getting into
business in the near futured

godbboooobbouoobouoouobobboobnobo

¢) enter into business (trade) relations (relationship) with 0O O establish husiness relations with
o000 Oo> oobbbooooro

3. 0f recent years. we have done much business with the largest and most prominent houses in
your district.

gobboboobbouobuobbouobuooboobbooob

in your district (area/place Cterritory)] 0 0 0 00 @D 0000000 MOO 000
O "0 O O at your end O0n your spot (side) OO O

You can sell more this year according to the marketing conditions at your end.

godboboobbobobuoobobog

4. As is well known to you . the possibilities of importing the foreign products are very great here-*

gobobbbobobuoboboboboo

‘asiswellknown” 0000000000000 DO0O0O00OO0O0 as0000D0D00O
god

as is usual the case ooood

asyouknow OO0OMasOO0O00ODO00OCO

5.We are confident that we shall be able to give you big orders if you would cooperate with us on
delivery .price and quality.

o000 oo0ooDbO0oWoooooooobbooooDmoooooDoooooD

to be confident of (in) OO to be confident that+ 0 00000000

to have confidence in'**0 to have confidence that-- 0 0 0 000000000

gooobooboobooooo

We are confident of persuading our customer to place a trial order.

goooouooooooo

We feel confident that we can push the sale of your products in this market.

gogooooboboboooobobood

I' m sorry I don t have confidence in that financial institute.

gogoobobbobooooog

6.In compliance with your request . we are sending you by air a catalog together with a range of
pamphlets for your reference.

J0o0mobo00o0o0ooDoObO0mWooDoDbooomooboboo

goooooobbbboooo



Unit 2 Establishing Business Relations 13

a) in complianced agreement CaccordanceCconformity O with 0 0 O O O O

b) for your reference] informationCinspection“consideration Cperusal 10 O O O O O

7.++-our quotation will be forwarded without delay.

goooooobbooda

without delay O D000 00 0OMOOOOO0OO0O0M OO0 soon.as soon as possible .the
soonest possible . at once -immediately - with the least possible delay O [

8.In the meantime .we hope you will tell us the name of your bank prior to the conclusion of the

first transaction between us.

Moo oOoO00o0oomooboobooooo

a) in the meantime] 0 0 O O OO O O at the same time O in the meanwhile 0 meanwhile
(ad O

b) DOODOD OO0’00000MO0O0 business . transaction . deal 0 OO0 O business
000000 tamsaction 0 deal0 0 OO0 OO0 OOCO"00QOOQOOO

3 transactions [0 3 deals [0 3 items of business

MO 0000 ‘toconclude (close) the business (transactionCdeal 0" O

Key Words

business n.

1. 00Mm0om g

We have done business with ABC Company for many years.
000 ABCOODODOODOODOO

Business prospects are likely to turn better.
goooouooooooo

What s your line of businessd

goooooood

2. 000000000000

Business has been closed at this price.
goooooooo

We are not sure of the business possibility.
ddddduouououououooo

They have concluded substantial business with that company
gdododououoobooooo

3. 0000000 mWOoo0oooo

He owns a small car repair business
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O0oooooooooooog
There are many businesses engaged in the trade.

gooopoooobooob

Businesses are less optimistic about economic prospecis.
goooogobobobbobobo

deal n. 0O [ Otransaction) 0 00 00O

We believe we can put the deal through.
gooooooogno

Thanks to mutual efforts . we have closed several big deals with them.
gobooobooobbooboooboodg

V.

1.deal in O O O Otrade in . handle)

This firm deals in furs.

goooboogoo

We deal in chemicals ,while they handle foodstuffs for export.
gobooouobooooboobobooodg

2dealwith O---000MODOOOCMOODO
Some businessmen are hard to deal with.
gobobobobooo

We have been dealing with your sister companies in the past few years.
goodoboooooooboooonon

Please deal with the order carefully.
oo0oomoomooog

transact vivt. ODODOMDMODO

We are prepared to transact business only on these terms.
gooobooooogoooon

At present othey don t want to transact negotiation on this matter.
gooobooboobooobo

Stockbrokers transact business on behalf of their clients.
gooobooobood

transaction n. O00DMDIOOO0ODO

Leave the transaction of the matter to your secretary.
goboboood

For large transactions we suggest payment by sight L/C.
goooboboobooooobo
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Useful Sentences

1.We are one of the main producers ( ¥ 2/ B ) of industrial chemicals in Germany, and are
interested in establishing business relations with your company.

2. Specializing in(% & ) the export of Chinese bicycles, we express our desire to trade with you
in this line.

3. Your name and address have been passed on to(¥%3Z )us by Hong Kong Trading Company, and
we are glad to write to you hoping to establish trade relations with you.

4.We’d like to thank you for your letter of June 7 offering your services and should be glad to
discuss the possibility of expanding trade(#¥ K% 5 ) with you.

5. We should be pleased if you would respond to our request at your earliest convenience(/RF).

6. We are willing to enter into business relations with your firm on the basis of equality and mutual
benefit(FFEF) .

7. We write to introduce ourselves as one of the leading exporters( £ t H 7 ) of a wide range of
(JTZ & ¥ ) electric fans and air conditioners.

8.In order to promote business ( {& i ¥ 5 ) between us, we are airmailing you samples under
separate cover( 73 ¥§, 73 HE ) for your reference.

9.To acquaint you with(f#i#i T f# ) the light industrial goods we handle(%% ), we are sending
you, by separate mail( 73§, 73 Hif ) , several pamphlets for your reference.

10. Your company has been introduced to us by Mr.Nelson as prospective buyers of Chinese
foodstuffs because we have been in this line( 2 X3S 7 & ) for many years.

Preposition

IN

200000000 b0ob0b0o0oboooboboooDoboooboObooDooDbDbOon
0 0od ad

inthebox OOODO inthesky 000

inthecity OO0 intown 00O

in1997 O O C19970 in winter 0 OO

in the world O O O O O ontheeath OO 0000 ™)

in the middle of OO0 in the 2lst century 0 2100

M 1HOI0000000000000000 in00 Cin the morning ] afternoon Levening) []
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0000000D00DD0OD0000000 on0 Oen Friday moming 0O 0O O 0O O Con the
afternoon of the 5th this month 00 5 0 0 O O Con Saturday evening 0 0 0 O O 0O

M2)in0 000 MOO0DDO0MO MmO

She will come here in three months.

obooobooboo

M3)M00000000D0intimed 0 Ointum0 O O Cin danger 0 0O O Cin fact 0 O
O Cin publicO O O O in short 0 O O

obooooboobooooo

We can sell large quantities in the market.

oooobooooooo

The rust could occur in transit.

gboooobooboooboad

The foreign businessmen came to the Fair in hundreds(thousands . millions*-- O

0000 e A 0000D0mMO0O0D0OD0

We shall order in large quantities(or in a large quantity) .

D000 #3000

Please ship the goods in three equal monthly installments.

D0DD04=#0D000000

Any delay in shipment(delivery .paying. etc. (] will be detrimental to our future business.

DﬁﬂDDDDDDDDDDDDDDDDDDDDD

The goods are to be packed in tens(or dozens O

DooDoS+4000mooo

They vary in size(length , number . color . price . etc. [

o000 mioomomomoomooobd

The goods are wide in range(] fine in quality . moderate in price - novel in design . beautiful in

pattern . elegant in style .matching in color- skillful in workmanship - etc.0.
00 MDD 0000000 MO0 0 MO0 0mo00omooomoan

0o
The article is in short(scare olight . free,abundant » ample.etc. ) supply.
D000 40 sS04 m X F&.580 )
The goods are to be sold in sets(individual pieces. grades:heaps - batches:- 0.
OoDEH 00C0C00DOOD0D@DMODDmMO0OO0m
The goods are to be packed in bales(barrels . boxes . cartons . cases. drums « glass jars - kegs. paper

bagg. etc. 0.
DI:IFE@ 000D oOIDDOoO0DmoomOoDmoomaoo
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Reading

Dear Sirs,

Your company has kindly been introduced to us by Messrs. (¥ ) Freemen & Co.Ltd., Lagos,
Nigeria, as prospective buyers( ¥ 7E 193K F ) of Chinese Cotton Piece Goods(f#i#fi ) . As this item falls
within the scope of our business activities(J& - B L[H ) , we shall be pleased to enter into direct
business relations with you at an early date(%- H ).To give you a general idea of the various kinds of
cotton piece goods now available( A 78 2| #), ] it ) for export, we enclose a brochure(/M#F ) and
a pricelist(f/ H 8 ) . Quotations and sample books will be airmailed to you upon receipt of (—§tF]---

K ) your specific enquiry.
We look forward to your favorable reply(& EHIEE ,HHE).
Yours faithfully,

(1F) : Messrs. (I6) SE4ENT (RABUANZ G ZHARIRT .

Skill Drilling

You are asked to write a letter or send an E-mail to a foreign company for establishing
business relations. The letter or the E-mail should cover at least the following points:

“1. Where have you got the information?

2. What is your desire?

3. What is your business scope?

4. How about your financial standing?



