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Chapter 1 Business Letter Writing

O Objectives

After completing this chapter,you will be able to:

@ Know the essential qualities of business letter writing.

@ Master the general layout of business letters.

@ Acquire the skill of writing structural parts of business letters with proper form.

@ Cultivate a craftsmanship spirit of seeking excellence and attainments in language and

culture.

® Introduction

The intercourse of business letter is an important component of commercial activities. It is
“holding a commercial conversation through words by post or other communication ways”. The
business letter is the outcome of careful consideration. It can reduce considerably the negligence or
misunderstanding which appears while phoning or talking face to face. Hence, it is necessary for
students whose major is business English to study and master the basic knowledge of business letter

and possess the basic capability of reading and writing business letters.

1.1 KEssential Qualities of Business Letter

Business letters can be roughly grouped into three categories in terms of their purpose:to get
action;to build goodwill; to furnish information. There are some common requirements in the
writing of a business letter, especially for the body of the letter,which are known as the “7 Cs” .
correctness, conciseness, clarity, concreteness, completeness, courtesy, and consideration. These
“7 Cs” principles are virtually reflected at different levels of a business letter, which refers to the
language , content, attitude and form of the letter.

Correctness

Correctness not only refers to the correct grammar rules, contents and forms,but also reflects
in the style, language and typing. To choose the right words that can most closely convey the
meaning of your thoughts is one of the ways to improve the readability of your business writing. At
the same time, the right tone is also significant. Usually, mistakes with tone can be avoided by
using the following techniques

a) Place more emphasis on the reader than yourself;

—_



b) Avoid extreme cases of humility, flattery and modesty ;

¢) Avoid condescension ;
d) Avoid lecturing.

Conciseness

Conciseness is often considered to be the most important writing principle and language

feature. It enables you to save both parties’ time. Conciseness also means you should clearly express

what you would do in a short and pithy style of writing as possible as you can. To achieve this,the

following guidelines must be observed :

a) Make a long story short and try to avoid wordiness;

b) Avoid the out-of-date commercial jargons and try to use modern English;

¢) Avoid unnecessary repeat ;

d) Build effective sentences and paragraphs.

Try to compare the following sentences

Wordy

Concise

We would like to know whether you would allow us to
extend the time of shipment for twenty days and if you
would be so kind as to allow us to do so,kindly give us

your delay by fax without delay.

Please reply by fax immediately if you will allow us to

delay the shipment until April 21.

Out-of-date Commercial Jargons

Modern English

due to the fact that
terminate

attached here to
acknowledge receipt of
Inst.

up to this writing

as, because or since

end

enclosed is/are

thank you for ... I received ...
immediately

so far

Clarity

A point that is ambiguous in a letter will cause trouble to both sides. In this way, clarity is

often considered to be one of the main writing principles and language features. To achieve clarity,

you should first have a clear idea of what you wish to convey in the letter,such as the purpose,the

attitude ,and the matter concerned. The following rules should be followed :

a) Avoid to use the words which have different or unclear meaning;

b) Pay attention to the position of modifiers;

c¢) Pay attention to the rationality in logic.

Try to compare the following sentences
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Ambiguous Clear

We sent you 5 samples yesterday of the goods which | We sent you, by air,5 samples of the goods yesterday
you requested in your letter of May 26 by air. which you requested in your letter of May 26.

Concreteness

Business writing should be vivid, specific and definite rather than vague, general and abstract,
especially when the writer is requiring a response, solving problems, making an offer or
acceptance , etc. We need to use specific facts,figures and time to stress concreteness. Try to heed
the following tips:

a) Complete with the 6 Ws: Who? What? Why? How? Where? When?

b) Concreteness in action ; Using specific language to make our information more concrete and
convincing ;

c¢) Use concrete words.

Try to compare the following sentences

Vague Concrete

We have drawn on you our sight draft No. 234 for the
We have drawn on you as usual under your L/C. Invoice amount, $ 580. 00, under your L/C No. 678 of
the China Bank.

Completeness

A business letter should include all necessary information. It is essential to check the message
carefully before it is sent. As you work hard for completeness, keep the following guidelines in
mind :

a) Why do you write the letter?

b) What are the facts supporting the reasons?

c¢) Have you answered the questions asked?

Courtesy

Courtesy plays a considerable role in business letter writing as in all business activities. It is
not the mere politeness. By courtesy we mean treating people with respect and friendly human
concern. In order to make a business letter courteous,try to avoid irritating, offensive , or belittling
statements. To answer letters promptly is also a matter of courtesy. Following rules should be
followed ;

a) Change the commanding tone into requesting tone;

b) Use mitigation and avoid overemphasizing your own opinion

¢ ) Passive voice should be adopted accordingly;

d) Try to avoid using the words with forcing tone or arousing unpleasantness ;

e) Use expressions about joy and willingness , thanks and regret , etc.

Try to compare the following sentences;




Poorer

Better

Tell us more detailed information on your requirements.

Will you please tell us more detailed information on

your requirements?

You can make shipment a little later, that is, by June
11.

You might make shipment a little later, that is,by June

11.

We can’t deliver the goods all at one time.

I'm afraid we cannot deliver the goods all at one time.

You didn’t enclose the price list in your letter.

The price list was not enclosed in your letter.

Consideration

Consideration means thoughtfulness. So you should always put yourself in your reader’s place.

That is,to emphasize You-attitude rather than We-attitude.

a) Keep the reader’s request , needs, desires , as well as his or her feelings in mind;

b) Plan the best way to present the message for the reader to receive;

¢) Try to discuss problems in a positive way rather than in a negative way.

Make a comparison between the following;

We-attitude

You-attitude

We would like to take the opportunity to demonstrate
our full range of products and services which we can

offer our customers.

Please join us at the fair and you will have the chance
to see how our products and services can benefit you

and your company.

Negative

Positive

Your order will be delayed for 2 weeks.

Your order will be shipped in 2 weeks.

We regret our inability to serve you at this time.

Perhaps next time we can send you what you require.

New Words
. convey| kon'vei |v. £k, &%
. readability[ ri: do'bilati | n. )i

. significant | sig'nifikant Jadj. B ERZ LR, BEW
. condescension| (kondi'senfn | n. #fi [, EE

. ambiguous [ &m'bigjuas ] adj. KA 1)

1
2
3
4
5. conciseness| kon'saisnos ] n. fij it
6
7. modifier[ 'modifaia (1) Jn. &G
8. concreteness| 'konkri: tnis ] n. B
9. courtesy|[ 'ka: tasi]n. fL5i

10. irritating[ 'iriteitin ] adj. 1% A

11. mitigation[ /mitigeifn | n. A, AN

12. consideration[ kon;sida'reifon | n. A i5
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Notes

L IREEER BB, 35515 BT R =FhRA

ST S FPAT M (to get action) , HEN. FE L JEEE (to build goodwill) | 2L HELE(E E (to furnish
information ) . Z RIS UF— BRI 555 PR, — R BARICHRORAE 5 EE AT ASU

2. RABMWEREFEN - NHEEMAE A —TEEWARERE, XEFERN L5 T
e S R , AT AL

3. convey FKik , &%

e. g. Please convey my apologies to your wife.

T 1] VR A 2E T R R AR

4, readability 532

e. g. As you can see,every other line has a gray background ,which improves readability.

AR R, BT — DRGSO w1

5. significant A EKE XK, BEH

e. g. a highly significant discovery

A H R S R

6. irritating R PN:D]

e. g. They also have the irritating habit of interrupting.

ABATHLA F T X A2 Ak A 57

Practice

I . Translate the following items into English.

1. IE#f 5. %4
2. Tk 6. FL3
3. i 7. AR
4. HAK

II. Translate the following sentences into Chinese.

. They attend the Guangzhou Trade Fair for the purpose of finding a business partner.
. They attend the Guangzhou Trade Fair to find a partner.

. We wish to confirm our fax dispatched yesterday.

. We wish to confirm our fax dispatched on September 12,2018.

. We must refuse your offer.

. We regret that we are unable to accept your offer.

. We allow 2% discount for cash payment.

(e I e Y e \ I

. You earn 2% discount when you pay cash.

1.2 Layout of Business Letter

A typical business letter consists of the following parts; letterhead , date line, inside address,
attention line ,salutation , subject line ,body of the letter,complimentary close, signature , enclosure ,

carbon copy notation and postscript.

J\
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the letterhead

/

the date line

the inside address

the attention line

the salutation

the subject line

VIV 0

the body of
the letter

| Home and Industrial Trading Inc.

10 Marlborough Road,Salisbury, Wiltshire , SA3 2BT
Tel. +44987654321 Fax: +44987654322

E-mail ; sale@ outlook. com

~15 September 2018

Calando HITec Computers Co. , Ltd.
9/F Nandu Building

-66 Kongming Road

Guangzhou , China

—Attention ; Marketing Manager

- Dear Mr.Teo,

- Re : Arrangements regarding Mr. Paul’s visit.

I have received your letter concerning your wish to send Mr.
Paul to visit us. I completely agree that a visit by one of your

senior staff would be beneficial to both our organizations.

I should therefore like to arrange a suitable time for Mr. Paul

)

the complimentary
close

the signature

A

to visit so that he derives maximum benefit from his time

with us.

From our point of view, he can stay as long as he wishes.
May we suggest a week-long visit, followed up by periodic
visit afterwards? If this is convenient, perhaps he could join

us on 10 October 2018.

Please let me know if this arrangement is satisfactory.

~Yours sincerely |

~ Ctephen Lam
Stephen Lam
Public Relations Officer

— 5 )——
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the enclosure :&
~Enclosure:Brief Introduction of Our Company
the carbon copy %—CC :Mr. Kokubo ( General Manager)
notation Mrs. Smithson ( Marketing Manager )

the postscript {>—P. S. : Wish to see you soon.

The Letterhead
The letterhead should appear at the head of the first page of all business letters. It includes
the essential particulars about the writer — the name of his company, the full address of the

company , postcode , telephone number, fax number and e-mail address.

Suzhou Textiles Import & Export Corporation

9" Floor, the International Economic and Trade Mansion
No. 66, Jianshe Road,Suzhou,215000, China

Tel; +86987654321

Fax; + 86987654322

E-mail : sale@ outlook. com

The Date Line

The date line is a vital part in business letters. Often ,in business transactions at all levels, the
date has special relevance :it might be a deciding factor as to whether an order is filled, a bill is
paid ,or a guarantee claim is met. Therefore ,never omit the date line in business letters. There is no
hard and fast rule for the placement of the date. The date should always be written in a standard
form. All number form (for example:08/05/2018) should not be used. It can be aligned with the
left or right margin below the letterhead. This is often decided by the style of the letter or the habit
of the company.

There are two styles in which letters are dated.

(1) The American style is:

a) month , spelled out in full;

b)day of the month,in digit,without -th,-nd,etc. ,followed by a comma;

c¢)year,in digit.

For example ; April 20,2018 May 26,2019

(2) The British style is:

a)day of the month,in digit;

b) month, spelled out in full;

c)year,in digit. There is no comma between the name of the month and the year.

For example ;18 March 2019 6 July 2018

The Inside Address

The inside address is the recipient’s address, which should be identical to the delivery address

]\!
]
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on the envelope. The inside address serves as the delivery address. It is typed at the left-hand
margin two lines below the date. All the following information should be given in a letter;

a) Receiver’s name or his official title;

b) Company’s name;

¢) Number of the house and name of the street;

d) District,name of the town or city;

e) State or province ,ZIP code;

f) Name of country.

Messrs. Williams & Werner
Overseas Trade Co.

88 Chapel Street

Cornwall , PL18 9NA
United Kingdom

The Attention Line
If you want your letter attended by or directed to a specific person or department, add an

attention line. This will speed up the sorting process within the company.

Attention of Marketing Manager

For the attention of Mr. Smith

Attention ; Mr. Smith

Attention ; Sales Manager

The Salutation

The salutation is the greeting to your recipient. It is usually two lines below the inside name
and address without any indentation,including a personal or professional title and the name of the
recipient. The salutation varies according to the writer-recipient relations and the formality level of
the letter.

The following table shows some common salutations ;

Salutation People to Address

Dear Mr. ... Men

Dear Mrs. ... Married women

Dear Miss... Unmarried women or girls

Dear Ms. ... Women , marital status unknown

Dear Dr. ... Physicians, Ph. D. holders

Dear Prof. ... Professors and any holder of a professional rank

Dear Sir (s) / Madam
Gentlemen

Ladies and Gentlemen
To whom it may concern

(Dear) First name only

No specific reference , formal
No specific reference ,formal
No specific reference, formal
You don’t know yet who is the recipient

Close friend , informal

=)
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The Subject Line
The subject line is placed one line below the salutation. It helps both the sender and the
recipient identify the subject matter. It is used to call the reader’s attention, therefore, you may

underline it or make it in boldface letters.

Subject: Order No. 12345
Subject:S/C No. 345
Re: Invoice 567
Re:Your L/C No. 678

The Body of the Letter
This is the most important part of a letter. It contains the message you want to pass to your
reader. While writing the body of the letter, you should follow a few basic principles:
a) Write clearly and to the point;
b) Be sincere, polite and thoughtful ;
¢) Use an appropriate tone and style;
d) Write naturally and avoid jargons;
e) Make sure you make no grammatical mistakes.
A typical business letter has three paragraphs in the letter body
Opening Paragraph
The opening paragraph of a business letter is like a headline in the newspaper. It should
obtain the reader’s attention at the first sight,and help to gain a positive response from the reader.
In order to accomplish this objective ,the following points should be considered in composing a first
paragraph in a business letter.
- Indicate what the letter is about
Get to the point immediately in the first paragraph. Modern business people pay great attention
to efficiency,so do not let your reader search the whole letter to find the key information.
» Refer to previous correspondence,if appropriate
When there has been previous communications concerning the subject, reference to them is
necessary. This may help the reader to get the point promptly.
- Set a positive and friendly tone
The opening paragraph plays an important role in setting up a friendly tone for the whole
letter. This may,in turn,help to evoke the positive reaction the writer desires.
- Be brief
As a general rule,keep the paragraph short — two or three sentences.
Middle Paragraph
Middle paragraphs support the first paragraph and provide more information. After finishing
the first paragraph,ask yourself what the reader still needs to know so that he may react as you

desire. Necessary background and supporting information should be provided in the middle

|
(o)
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paragraphs. Usually,information concerning the following aspects should be considered;

« Who? « What?
+ Why? + When?
- How? « Where?

Last Paragraph

The last paragraph is as important as the opening one. It usually serves as a summation,
suggestion or further request. It should ;

+ Conclude or restate the key points.

Summarize what is included in the middle paragraphs.

- Request necessary action,if appropriate.

Use specific closing so that the reader may take the desired reaction.

For instance ; Please sign the enclosed card and put it in the mail so that you may receive your
gift.

» Further confirm a positive image.

Whenever possible, last paragraph should leave the reader with a feeling of goodwill.

The Complimentary Close

This part is like bidding farewell to someone with a handshake ,a wave of hand,or a kiss. Like
the salutation, the complimentary close has various styles: formal, semi-formal and informal. The
style shall match that of the salutation. For example ;

» Dear Sirs matches Yours faithfully;

+ Gentlemen matches Yours truly;

+ Dear Mr. James matches Yours sincerely.

The following are the usual matches used in modern business letters ;

Salutation Complimentary Close

Very truly yours,
) Yours very truly,
Formal Dear Sir/Madam ,

Very sincerely yours,

Very cordially yours,

Sincerely yours,
Semi-formal Dear Mr. /Mrs. /Miss Cordially yours,

Yours sincerely,

Sincerely,

Cordially,
Informal Dear Linda,
Yours truly,

Yours,

10
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The Signature
The signature is generally placed one line below the complimentary close. It consists of a

handwritten signature (by hand and in ink ,usually illegible) ,the typed-out name and a title.

Yours sincerely,
AlYyned Zeng
Alfred Zeng

Purchase Division

The Reference Notation

This Notation is typed at the left margin,leaving one line space below the writer’s signature,
and shows only the initials of both the dictator and the typist. For example,if the letter is dictated
by David Green and typed by Betty Meihtable, the reference notation should be DG/BM. If the
letter is typed by the writer himself it is not necessary to have the reference notation.

The Enclosure

When something else is sent together with the letter, you add the enclosure to inform the

reader what is enclosed. For example :

« Enclosure : Sales Contract
« Encl. :
Packing List
Commodity Inspection Certificate

Insurance Policy

The Carbon Copy Notation
If the copy of the letter is sent to a third company,a notation of carbon copies (cc/CC) will
be used below the enclosure. Nowadays ,many offices are using PC (for photo copy) instead. Any

of the following styles may be used.

- CC:ABC Company cc: ABC Company
« PC:Mr. Smith pc : Mr. Smith

The Postscript

The postscript is used to add an afterthought, aiming at the drawing of the reader’s attention to
a point you wish to emphasize or something you forget to mention. The note of a P. S. should be
avoided as far as possible,since it may suggest that you have failed to plan your letter well. It is
strongly advised to rewrite the letter instead of using the afterthought when you forget to mention
something important.

As a special device,the postscript is placed two lines below at the left margin.

J\
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New Words

. transaction[ treen'zek n] n. 285

. relevance| 'relovons | n. Bk 3& 24

. guarantee[ \geeron'ti: | n. fRIE, HHLRY)

. identical [ ai'dentikl] adj. #H[F

. recipient[ ri'sipiont | n. &5

. indentation[ jinden'teifn] n. 7 2%

. appropriate[ o'provpriot | adj. SIE W, & 4

. summation| sA'meifn] n. B3t

. complimentary [ (kompli'mentri] adj. %51, TR

10. salutation[ ;s&lju'teifn] n. EAK, A5

11. margin[ 'ma: dzin] n. 1%, WiHZ H

Notes

1. transaction 385 , |V 45, 3£ 3z

e. g. financial transactions between companies

I8 Z ) R 0 5516

3K . ... transaction between A and B

2. guarantee 'f%ﬁE,?ﬂ'f%%

e. g. They are demanding certain guarantees before they sign the treaty.
AT SR A B L AR 5 A 22 554

3. identical FH[A]H

e. g. The number on the card should be identical with the one on the chequebook.
R BB ROZ A SR B AR,

HHFE3k . ... identical to/with sb. /sth.

4. appropriate £3E 7, 14 41

e. g. Please debit my Mastercard/Visa/ American Express card ( delete as appropriate) .
TETEFR YT b/ %/ 26 Rz a5 R I b bR (RS 0ER) .

Practice

O 0 9 O L A W N~

I . Translate the following items into English.

IESS 8. 4 A

2. H 9. %%

3. Bk 10. &I NS
4. FEEHI 11. B

5. FRIR 12. $hi%

6. Hh 13. Fff &
7453

I . Arrange the following information in proper form as they should be set out in a letter.
1. Sender’s name ; Manley Ventilations PLC
2. Sender’s address ;22 Warden Hill Street,Padiham,Burnley BRO 1 RQ, England

12
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Chapter 1 Business Letter Writing

. Sender’s telephone ;3021 4567

. Sender’s fax:0321 6789

. Sender’s website ; manley@ bigbiz. co. uk

. Date ; September 21,2019

. Receiver’s name ; Atomic Shielding International

. Receiver’s address ;291 ,New Bridge Road,Singapore 088756

. Salutation : Dear Sirs

O 00 N N L B~ W

10. Subject : Household Porcelain Articles

11. The message :

We have received your letter dated September 2,2019. We are very much interested in your
household porcelain articles.

We shall greatly appreciate it if you will kindly forward us some samples and relative
pamphlets for our inspection.

Thank you for your attention to this matter and looking forward to your early reply.

12. Complimentary close ; Yours faithfully

1.3 Format of Business Letter

Block Form

In the block form, all typing lines, including those for the date, the reference and inside
address, the salutation, the subject heading, the body of the letter and the complimentary close,
begin at the left-hand with no indention in the letter.

MARIWANG PTE. LTD.

402,0RCHARD ROAD # 08 —09

DELFI ORCHARD, SINGAPORE 0928

TEL:65 - 7548 - 9824 FAX.65 —7548 —9825
January 4,2019

Beijing Textile Imp. & Exp. Corp.
102 Renmin Road
Beijing 100002

J\
l“
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Dear Sirs,

We have been informed of your company and address through the Chamber of Commerce in Beijing. We are

interested in your cotton blankets and bed-sheets for sales in Singapore market.
We would like you to send us details of your various ranges, including size, colors, prices and samples of the
different qualities of material used. We trust that you will make an effort to quote us most favorable terms for

large quantities.

Looking forward to establishing direct business relations with you.

Yours faithfully,

Adam Smith
Adam Smith

Manager

Semi-block Form With Indented Paragraphs
In this form,the inside name and address is typed in block form,but the paragraphs forming

the body of the letter are all indented 3 or more spaces.

Armstrong Cork Company
Lancaster, PA, 17884
December 19,2018

Mr. Thomas Carlin,

Alexander Hamilton Institute , Inc.
123 East 42nd Street

New York,N. Y. 10017

Dear Mr. Carlin,

Thank you for your recent letter requesting copies of the types of written communication which we employ.

We very much appreciate your interest in Armstrong.

I have enclosed samples of the types of communication which we have available. I hope that the material is
helpful and that you find it interesting and informative. If there is something more that we may do for you, please

don’t hesitate to let me know.




Chapter 1 Business Letter Writing

Thank you again for your interest in Armstrong Cork Company. On behalf of the Company, may I wish Mr.

Elfin every success with his new book?
Sincerely,
Thomas LBurgum

Thomas L. Burgum
Public Relation Department

Indented Form
The main feature of this style is that each line of the inside name and address should be
indented 2 -3 spaces,and the first line of each paragraph should be indented 4 —5 spaces. This is

a traditionally conservative format of layout.

THE EASTERN SEABOARD CORPORATION
350 Park Avenue,New York,10017,USA
Tel ;225 — 2788 Fax:225 -2780
E-mail ; ESCO. @ CA. com
Our Ref:QW9807
Your Ref.UI —87
January 4,2019

Kanto Mercantile Corporation
2 —1 Nihonbashi

Tokyo 89

Japan

Dear Sirs,

Re: Price list

Here is the price list you asked about.

You will be happy to know that all of the items listed on pages 5 ~7 will be marked down 30% between
February and March. If you would like to take advantage of this special opportunity, please fill out the enclosed

order form and return to us by the end of January.

15
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Thank you for writing.

Yours faithfully,
THE EASTERN SEABOARD CORPORATION

James Baton
James Baton

Vice President

Notes

1. 57k

FEk A I REAT N ZE L OIS . R EHME TP o E fran it . X s X,
Sy TATEN 21 551 oK 0l FH Bt B — s =X

2. 253k

A5k, H I A5 R HOE IS 44 2 AR K b 2 i 45 AR T IR Y, LA ) 28 3R 249 730
IR . X —Fh R ST AR =X

3. 4tk

gatrarh B —BOE — ATl W AR E gk 4 ~ 5 D asks b B R 547 B 52k 55k AL
=iz

Practice

Look at the following letter, which breaks some of the rules which we have just described.

Identify each of the mistakes,and then rewrite the letter.

Business International

386 Rochside St. Beijing

Tel :812 —5218 Fax;812 -5219
5.6.2019

Enclosures 3
cc : Mr. Stafford
Subject

Dear Stephen,

Thank you for your order for 60 transistor radios, model B6A. Unfortunately, due to a shortage of supplies,

we can only dispatch 35 of these immediately. Moreover, there is a delay of up to six weeks in new stocks.

16
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Chapter 1 Business Letter Writing

We have another model, B7A ,which is the same as the one you ordered, except that it has a metal finish. It
is also less expensive. If you agree,we can send you 15 of these. In this way, we can assure you of immediate
delivery.

In addition, in the circumstances,we agree that you benefit from the full percentage discount for 50 units.

I look forward to hearing from you.

Respectfully Yours:

Edgar Fowler

Attention ; Mr. Stephen Lam
City Electronics

Silver Street 9980

Nanjing, PRC

Supplements

1. If undelivered please return to ...

HrR Ak R ml-

2. After 10 days,please return to ...

10 KJFIEAF [l

3. Return postage guaranteed.

[\l {5 R BE A

4. We have received your letter of May 18,2018 ,for which we thank you.
W) 507 2018 4F- 5 71 18 H b, A1

5. In accordance with the instructions given in your favour of the 10th May.

RSN E S H 10 HERTER

6. Thank you for your letter dated August 12 ,informing us of the opening date of the fair.

57 8 H 12 HR R sy et H

7. Further to our letter yesterday,we now have the pleasure of informing you that ...
SRRV H oA B H---

8. We must apologize for the delay in replying to your letter of ...

RERF - Heeeeon H p&, H.

9. In reply of your letter of ...we are glad to ...

?\?Eﬁﬁ """ H"Jﬂe \ &ﬁ’fﬁﬂ/\ """

10. For your information we would like to add that ...

I EAP T - US|

J\
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11. If you are interested in the article,please let us know as soon as possible.

INRZ G IR 35 R0

12. We would remind you that we have not had a reply yet from you to our question.

FATHEBEST Ty, T 1 AR BN SR - IR A AL

13. We are sending you here with / under separate cover ...

2ZBEeR/ Ty B L

14. Please accept our thanks for the trouble you have taken.

A 5555, AR

15. We render you our sincere thanks for your generous treatment of us in this affair.

XFSROT RIS F AR 2 2% TR

16. Allow us to thank you for the kindness extended to us.

XF BT Z NG AR

17. We thank you for the special care you have given to the matter.

BRI OGRS R

18. We should be grateful for your trial order.

WRGIT T, A R

19. We should be grateful for your furnishing us details of your requirements.

INPRIR BAREOR AN

20. It will be greatly appreciated if you will kindly send us your samples.

TR AR AN

21. We shall appreciate it very much if you will give our bid your favorable consideration.

W IEAR A , AN

22. We are greatly obliged for your bulk order just received.

W3 53 07 KRATT 6 AN IR

23. We assure you of our best services at all times.

FT5 RAE ) 5207 B I S A i 55

24. If there is anything we can do to help you,we shall be more than pleased to do so.

SN T ITER AR ER 18055

25. It would give us a great pleasure to render you a similar service should an opportunity
occur.

I A DL FIRERST 5007, B A

26. We spare no efforts in endeavoring to be of service to you.

FITHEA BRI I SRTTHT

27. We take this opportunity to re-emphasize that we shall ,at all times, do everything possible

to give you whatever information you desire.

FAIE L2 PR A |, 2 2RI B 507 Fras 915 8.

|
l“
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Chapter 2 The Tendency of Business Correspondence

O Objectives

After completing this chapter,you will be able to:

@ Know the common instant messages tools.
@ Master the format of a business e-mail.
@ Acquire the skill of writing an effective business e-mail.

@ Cultivate a craftsmanship spirit of seeking excellence and foster an earnest and prudent

work style.

® Introduction

With the rapid development of communication technology and the rise of e-commerce, the
international business correspondence has evolved into e-mail, private messaging of online trading
platform , short message service and more. The forms of business correspondence entered an instant
message era by using the internet.

The instant messaging era brings a variety of network instant message tools installed on
computers and mobile phones. As long as the network is unblocked, the channels for instant
messaging will be smoothly. Instant message software is constantly updated,and the most common

used in foreign trade are Skype, WhatsApp, TradeManager,, WeChat, Tencent QQ, Viber etc.

2.1 E-mail

Introduction

Electronic mails are widely used in modern business circles. It refers to computer-based
system whereby one computer sends a message to another. In comparison with tradition methods
such as telex, postal service and telephone, it has become a popular medium because of its
relatively low cost and the ability to send Hypertext Markup Language ( HTML) messages. In
addition, it is more effective and safer. Through such a system,messages can be sent or picked up
anywhere in the world. Apart from these advantages, e-mails can be stored in the mailbox until they
are retrieved. This can be particularly advantageous for users who are communicating across
international time zones.

How to Format a Business E-mail

Like letters, proposals and other business documents, professional e-mails reflect a company’s
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overall image. A poorly written e-mail, containing errors, slangs and other informal elements,
reflects poorly on you and your business. When formatting a business e-mail, you don’t have to
write it like you would send a personal one to a friend or family members. The rules of business
letter writing, like properly addressing the person you are writing to, relaying a clear message in the
body and ending with a closing,apply not only to letters,but also e-mails.

E-mail Header

(1) Enter the recipient’s e-mail address in the “To:” box. If sending a copy of the e-mail to
other persons whom the recipient is associated with, enter their e-mail addresses in the “Cc:”
(Carbon Copy) box.

(2) Enter other recipients’ e-mail addresses, who are not known to the primary recipient, in
the “Bec:” (Blind Carbon Copy) box. This will keep their addresses hidden.

(3) Enter your e-mail address in the “Cc:” or “Bee;” field,if you want a copy of the e-mail
sent to yourself.

(4) Enter a short sentence in the “Subject:” box,stating clearly the purpose of your e-mail.
Avoid one or two word subjects — short words may make your e-mail be sent to the recipient’s
“Junk E-mail” or “SPAM” folder. However, don’t be wordy, either. Write a subject that is
descriptive and to the point.

(5)Mark the e-mail “Urgent” or “High Priority” only if it applies to the message and needs

to be read immediately.

From: Sender’s address
To-: Recipients’ address
Cc: Addresses for carbon copies
Bec: Addresses for carbon copies,but the sender’s address is anonymous
Date : Date on which message was sent
Subject ; Topic of the messages
Body: The content of letter
Attach the relevant information (such as documents, pictures, chart, sounds etc. ) with
Attachment :
the letter

E-mail Message Body

(1) Enter a greeting on the first line of your e-mail,such as “Good Day” “Dear ...” “Mr.”
“Mrs. 7 “Ms.” or other greetings. Write the recipient’s name in this field,if you know it.

(2) Enter the shortest possible message in the body of the e-mail. Make sure it is direct and
clear. Try to condense the information so that your reader doesn’t have to scroll to finish reading the
e-mail.

(3) Avoid using decorative backgrounds, fancy fonts, colors and unnecessary pictures and
graphics that take time to load by your recipient’s e-mail program.

(4) Do not overuse punctuation. Write in all capitals or overuse bold and underline text.



Chapter 2 The Tendency of Business Correspondence

(5)Press the “Enter” or “Return” key after your last paragraph. Enter a closing to your
e-mail ,such as “Thank you” “Regards” or “Sincerely”. Then press “Enter” twice more and write
your first and last names.

Electronic Signature

E-mail signatures add individuality to your electronic messages. They are easy to create and
manage. When you set up an electronic signature in Microsoft Outlook or Word, it automatically
appears at the bottom of each message you send. There are many ways to customize your signature
such as adding quotes, contact information, mission statements and pictures. You can even
designate different signatures for different e-mail groups,such as personal and business.

Specimen of a Business E-mail

From Yang Tiantian < Yangtiantian@ mail. wawale. com >
To. Johnson@ outlook. com
Date : Sunday,23 January 2019 15.32
Ce: xjma@ mail. wawale. com
Bee: salesmanager@ mail. wawale. com
Subject Offer for 10,000 small-sized plush monkey toys
Attachment ; An offer sheet. pdf(65K)

Dear Mr. Johnson,

Thank you for your enquiry yesterday , asking for a 10,000-pieces quotation of our small-sized plush monkey toys

made in Jiangsu.

Please find our attached offer sheet. Don’t hesitate to let me know if you need more information.

Yours sincerely,

Yang Tiantian
Yang Tiantian

Sales Manager

Suzhou Wawale Toys Co. ,Ltd.

96 West Street Wuzhong District Suzhou P. R. C. 215000
E-mail ; Yangtiantian@ mail. wawale. com

Tel .0086 — 512 — 66866969

Fax:0086 - 512 — 66866868

https : //www. wawale. com
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How to Achieve an Effective E-mail

No matter what type of work you do or what industry you’re in,you’ll most likely have to write
a formal business e-mail at some point. A formal business e-mail is an e-mail message sent to a
business associate or superior. You need to make sure your e-mail message is polite, professional
and to the point. Most business people don’t have time to read through a lengthy e-mail. With
business writing, being simple and concise is almost always better than being long and wordy.

(1)Create a subject that clearly explains what your e-mail is about. Business people receive
dozens of e-mails a day,and many will delete messages based on the subjects. Be direct with the
subject of your e-mail. For example, if you’re writing an e-mail to invite your colleagues to a
seminar, your subject could be “Public Speaking Seminar Invitation — How to Win Over Your
Audience”.

(2) State the purpose of your business e-mail right away. Much like the subject,you need to
get right to the point. Use short sentences and short paragraphs. Your recipient doesn’t have time to
read through lengthy paragraphs or repeated phrases.

(3) Don’t use slang language or clichés. Go through your business e-mail carefully and
eliminate this type of language.

(4) Proofread. Make sure you have no grammar or spelling mistakes and your message is
perfectly clear.

(5) Tell the recipient what you need from him/her. Don’t assume he/she will know what you
need. State clearly what his/her next steps should be, such as sending you certain information or
calling you on the phone.

(6) Close your letter with a professional closing,such as “Sincerely” or “Best Regards” and
type your full name. Don’t assume the recipient will know who you are from your e-mail address
and first name.

New Words
1. evolve[ i'volv] v. BB I, B4 K
2. medium[ 'mi: diom] n. T.H , FK
3. retrieve[ ri'tri: v] v. 6 R
4. priority[ prai'orati] n. fLYCEFI, e HE RS
5. scroll[ skroul ] v. &5t ;¥R 3l
6. individuality[ indi,vidzu'®loti] n. M, A (EAME) F4E
7. designate[ 'dezigneit ] v. &

8. eliminate[ i'limineit | v. ¥ K%, TH IR
9. proofread[ "pru: fri: d ] v. £ ; KX}

Notes

1. R ML G RIEEBE W T RN, Z 8 Ef SRR ERE FL . R
H TEIK BAEE FREE,

2. W AT BB RUE A RAT , BAF AT T7 i 24 5 25 , 3 U A BRI TR
o EFHMEEFAER, FAEENERXRE—RAEZ P, —& & dx oy s,
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TS TokEE

3. BN B TEL AR HEZEAFRTRARR, EREBEAFRANER, B
e, SR G, R TR, R, AR AR ER S , A B 40, 15
SEEY , BERBEAIN

4. GERICERFLT , SEEEF 2R HB F B A WD, B2 RS K E
FRSESCR)T , R PR MR 388 b DR RS M B I 7 ¥

5. 0 RS SR IT T BF B A BB L P B 5R, B R B ER B E,
BANBRH A BEAF AR AR B Lk R AR &, i R Z BT

6. TN RIGRF IR ERIMAWNS S, BT S 200, T TAERRATE S |
WEZE PN FIEFHMILEIER, X ECEREREM, FATE G 05, & 26,
AR,

7. evolve ZHIE, BH K &

e. g. The company has evolved into a major chemical manufacturer.

REAFACEL RN — N EENET),

WK, ~ (sth.) (from sth. ) (into sth.)

8. retrieve K%

e. g. The program allows you to retrieve items quickly by searching under a keyword.

XA P S E R A T R | RELE AU AR S T

9. priority fLESH I, R EE M H

e. g. a high/low priority

/AR E A H

10. designate ¥§E

e. g. This area has been designated (as) a National Park.

ARXEENER AR,

[E %2 #2315 : ~ sth. (as) sth./ ~sth. (as being sth. )

11. eliminate 5B, T4

e. g. The police have eliminated two suspects from their investigation.

L7 A T A HERR T A HREESE .

[ %2 #2315 . ~ sth. /sb. (from sth. )

Practice

Arrange the following information in the e-mail template.

Sender

Name Fanny Yang

Position : Sales Manager

Company name ; Ningbo Bright Lighting Equipment Co. Ltd.
Company address : 9 Caifu Road. Yinzhou District, Ningbo, P. R. C.
Zip code: 315100
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