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Project Introduction

Today almost all the business communities come to an agreement—the significance of
essential communicating skills, because all business activities rely on satisfactory exchange of
information. Writing a business letter is very important in the business world. If a businessman is
unable to write an effective business letter, it is very difficult to express his opinions, which may
cause some problems in doing business. In this project, students will learn about some knowledge
of how to write a business letter, that is, 7C principles, three basic formats of business letters, and
twelve parts of a business letter.

Learning Goals

Learn about seven principles of business letter writing.
Master the three formats of letters and the main parts of a business letter.
Learn sample letters and master the new words and useful sentences.

Task 1 Principles of Business Letter Writing

Letter-writing does not differ from any other form of creative writing. Good English is one of
the bases of good business letters. What you write should be avoid of grammatical mistakes, and
free from the slightest possibility of being misunderstood. So, it’ s necessary to master the writing
principles.

Business letter writing requires adherence to the 7C Principles: Courtesy, Clarity,
Conciseness, Consideration, Completeness, Concreteness and Correctness.

1. Courtesy

Courtesy is reflected in the tone of the words and sentences, that is to say, writers should think
of readers’ attitude or feelings and take readers’ place to consideration. It’ s also a kind of courtesy
for the businessman to answer promptly. Any delay in dealing with the matters is discourteous.

2. Clarity

Clarity requires the writers to be simple and understood, so that readers will get their main
intention at the first sight of the letter without any confusion or misunderstanding.

3. Conciseness

Conciseness asks writers to use as few words as possible to express ideas, avoiding long and
complex sentences. In writing letters, the sentences must be brief and succinct. If a letter includes
much more information, it can be written in paragraphs.

4. Consideration

In preparing every piece of information and before taking every step, writers must always
keep readers in mind and think about the opposite side. Writers look at things from the readers’
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point of view, emphasize readers’ benefit. It is very positive in written communications.

5. Completeness

The business letter must consist of complete and intact information. An incomplete message
may result in increased communication costs, loss of goodwill, sales, value customers, and cost of

returning goods, etc.

6. 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.

7. Correctness

Whenever writers write a letter, fax or email, they must check the typing of figures, types,
specifications, etc. again and again before sending them out, in order to avoid making any mistakes

which will bring injuries to business.

ROY Notes

RAXOPEBERZBEHE, BRARE, FREH, ZhERFELBH
FRP, ERFLSEHESSE, BALRBEOSERK, BARMBSHERAHEE
AR, BP7CR N (38 ATA A FECIF k0 448 k £ ik), BP. ALR(Courtesy). 4Kk

Consideration), 5#(Completeness), 7 # (Clarity). ] 7& (Conciseness). E-4&(Concreteness). £
p ty,

i (Correctness) s FEMIX AT @AT, HRiTEN6G LSRR BERTS .

1. 4L (Courtesy) LR R A MG ELE, CERFELEB B PEFTIVEAT R ALY
A, BB, AmeALR, AMEMB G ZN T E, B, 2@dd LReiE
THRARMEK, REZFR—EHEZTHI AL SO,

2. ARk (Consideration) RASZRBEREFEHEZRN, R 32ROk
AW 5 (You-Attitude), 1 R A2 FA5 AW 5L (We-Attitude), B RIOAE ZAM “&7
HBEE, MARAAGE AN R R KRN ARREGSE,

3. % (Completeness) #4544 B 1% L4 P A 5B 0913 8, 7 #6315 2 TR 69 22 48 2L
R, TN, RARAR, L2 KREANEAS ZERRAP R, ZHKEHY
pEm A, FRNETETE, ANENEZEEEHNLAWERET, BF:. Who,
What, Where, When, Why(&#&How), &4 PRZEXFATHF ARG L, Kk
B RBA BN F R, O ASTHET R EFEE, ARMINEARR—
i R T A

4. B4R (Concreteness), P15 MiZ B AR, AH, RiedH. WE. £4, LE
BARE. OFR LR H M X EELARZLNE S, RPABGENE LR,

5. 7 # (Clrity), BREARZASHACHESREFE, A TRIEALEHMIE
FEPBIZ AR, T RADBE0AR, BT EER,
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6. 7% (Conciseness) #5892 £ R %o 7 B A ALt LT, 4% 8 5% M) 42695 &) BA
HMEAART LA, REABREVAR, —BFHRASFHEEHREIER, BLEL
B EL R B R, RAXHIEART Y BIZAMNE, ik 404z A eyt ,

7. £# (Correctness), 1 FAZ LR BIRFEH, BATHFRFEEZRF A, L
FotlE X FR, ZEFHLLEGIRE,

"Task 2 Formats of Business Letters

There are three basic formats of business letters used by people nowadays, including indented
format, modified block format and the block format.

1. Indented Format

In the main body, each paragraph is indented three to five spaces. There may or may not be a
double space between paragraphs. The date, complimentary close and signature are written in the
center of the page. The following is an example:

Letterhead
Date
Inside Address
Reference Line
Salutation
Complimentary Close
(Signature)

2. Modified Block Format

The paragraphs are not indented and there is a double space between paragraphs, but the date,
complimentary close and signature are again written in the center of the page. The following is an example:

Letterhead
Date
Inside Address

Reference Line

Salutation

Complimentary Close

(Signature)
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3. Block Format

This format is most widely used in business communication in the US. Everything starts
from the left edge of the page. The whole letter is single spaced except for a double space between
paragraphs. The following is an example:

Letterhead
Date
Inside Address

Reference Line

Salutation

Complimentary Close
(Signature)

U Notes |
1. Indented Format: 47X, EXIFpF—BEI LA AHEI-5AN T,

2. Modified Block Format: & XK., FR T 43400945 3k 6P 4] T3] & JA 43 4069 TR
Sty BH. BREE. BL—REPHK, ERISAREZWKES,

3. Block Format: kX, BT 3400915k &op4l T8 F ARG T, Hibad
BRA KT TIRAK LR,

B Task 3 The Main Parts of a Business Letter

Learning of writing various parts of English business letters is very important. Only after
mastering the correct writing components can you strengthen the good impression your company
gives to the outside world and increase its prestige. It is also beneficial to raise the position and the
trust of your corporation in the international business.

A business letter includes twelve parts: the letterhead, the reference and date, the inside
address, the salutation, the subject line, the main body, the complimentary close, the signature,
reference notation, the enclosure, the carbon copy, and the postscript.

1. The Letterhead

The letterhead is the heading at the top of a sheet of letter paper. It usually consists of
the writer’ s name, postal address, telephone number, fax number and E-mail address, etc. The
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letterhead can be on the left side of the page, in the middle, on the right, and it can also be put in
long lines. The following is an example:

Chiwan Petroleum Supply Base
Chiwan, Shenzhen, China
Tel:(86755)26678904

Oil Patch Tel:(86755)26453321
Fax:(86755)267880002

E-mail: swihko@welorlalor. net.cn

2. The Reference and Date

In business communication, when a firm writes to another, each will gives a reference. The
reference may include a file number, departmental code or the initials of the signer followed by that
of the typist of the letter. The date should also be typed in full and not abbreviated. The following
is an example:

January 25, 2014
Your Ref: JBD / MW
Our Ref: WDW / LP

3. The Inside Address

This part usually includes some or all parts of the following: company name, the receiver’ s
name, street address, city, state/province, postcode and country. It is typed at the left-hand margin
and starts two to four lines below the date. The following is an example:

China National Light Industrial Products
Import & Export Corporation

Beijing branch

128 Nanjing Road, Beijing, China

Cable address: INDUSTRY SHANGHAI
Telex address: 33054 TNDUS CN

4. The Salutation

The salutation is usually typed two lines below the inside name and address. Its form depends
on the writer’ s relationship with the receiver. The customary formal greeting in a business
letter is  “Dear Sir” or “Dear Madam” used for addressing one person, and “Dear Sirs” ,
or “Gentlemen” for addressing two or more people. If the receiver is known to the writer
personally, a warmer greeting such as  “Dear Mr. Smith”  is preferred.

5. The Subiject Line

The subject line is actually the general idea of a letter. It is inserted between the salutation
and the main body of the letter either as the left-hand margin for the blocked format or centrally
over the letter body for other format. It calls the reader’ s attention to the topic of the letter. The

following is an example:

Re: Bicycle
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6. The Main Body

The main body is the part that really matters. It expresses the writer’ s ideas, opinions,

purposes and wishes, etc. So it should be carefully planned. The following is an example:

One of our customers is interested in your bicycles, particularly Model No. PA-18. Pleases send us a copy
of your illustrated catalogs, quoting your prices FOB Shanghai if possible. Meanwhile, please indicate the
time of delivery you usually offer.

7. The Complimentary Close

The main words in the complimentary close are as follows: sincerely, cordially, respectfully

and truly. These words may appear in any of these combinations as “Yours sincerely,” or

“Sincerely yours,” The choice depends on the writer’ s preference. It is usually placed two lines
below the last line of the body of a letter. The complimentary close ends a letter in a polite way.

8. The Signature

It is common to type the name of the writer’ s firm or company immediately below the
complimentary close. The writer’ s signature consists of a typewritten signature and a handwritten
signature.

9. Reference Notation

The initials of the person who types the letter should appear in business letters. If the dictator’ s
name is not typed in the signature area, the reference notation shows the initials of both the dictator and
the typist. It is placed two or three lines below the signature. The following is an example:

FCM/HL
FCM :HL
FCM/hl
fem:hl

10. The Enclosure

The enclosure should be added to the business letter, when such documents as catalogues,
pricelist, sample book, etc. are enclosed. Type the word “Enclosure” , or its abbreviations
“Enc.” or “Encl.” , two lines below the signature. If there are more than two enclosures, the
writer should list them with numbers. If the enclosure is very important, the writer can write the
main points on the top of the enclosure.

11. Carbon Copy

When copies of the letter are sent to others, carbon copy notation is used. The writer should
type “C.C.” or “c.c.” below the signature or the enclosure at the left margin.

12. Postscript

The postscript is used to add further information to the letter. When the writer finds something
forgotten to mention or emphasis, he may state it in a postscript again. However, the adding of a P.S.
should be avoided as far as possible, for it is usually a sign of poor planning. If unavoidable, type

“P.S.” below the carbon copy notation.
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1. The Letterhead 13k, B I43 HeG15 Kk — P A E Lok WA LD K AED,
R AARAEAND Bk, A, M, RIS, BASH, L FUREE AT,

2. The Reference and Date a5 A B, i T@BLZ 08, K52 H. 8. &
KB, A, F, FR2HTAATEHNRE, ZRIA, BFHRFTALAEL TENF A
& 5 AR,

3. The Inside Address 15 W #udk, IR L4244, @ F el fZ Adg4E 4 fedb bt 3T 15
L, IHTARKFLE DG TE, FRTREIA,

4. The Salutation #R=F, & A 6g#Rkef. A HREH Dear Sir, Dear Madam; 5%
— A8 B, 7T ¥A B Dear Sirs, 4.7 YA Gentleman,

5. The Subject Line ¥d7, FHEEMFRFT @, X FPRGILE, TALxtF AR
EPREHELZIAMAPEHEIMR,. RE—B TR, B4, £t KR F1E,

6. The Main Body £ X, EX#9A—B I LTRAFLXA %X, b T8
B, AT AR, FRXA) ZAER,

7. The Complimentary Close 2 REE, REIEZIKAEARTH—FiRAAF, R
& —47, KT EXL—FIT,

8. The Signature 5 % . BREARALREBEZTALRL, B F0lET 5L 44T
FP AL AN

9. Reference Notation & AR T . ZHPAR T Z W4 0k Efofb B eyt L2694
BFEMER, BE5TAES T

10. Enclosure M4, 12 P 4n A B4, MAEZ L6 T 5 AT A EEnc.REnd., HEH &
HXZEnck.. MR BAALE, RIERHT, woMEFN T2, BAARLGFFA,

11. Carbon Copy #i# ., e RBFAPMHFEH =4, W ELC.C.Rc.c.FTH, K5 L
5 = F 0 L ARFe L

12. Postscript = . = A FANE B4R FN . — A kI, EXAHRT AR
RA ., BT AT A RRERREE— 2 PHANETZHAE,

n Task 4 Sample Letters

Letter 1

Merrybest International Co.

FI. 4 No. 141, Sec. 4, Hsin-Yi Road, Taipei, Taiwan
Tel: 886 -2 -27051608 Fax: 886 -2 -27056237
E-mail Address: merrybest@ msa.hinet.net
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July 15,2010

BATA Crane Ltd.
P.O. Box 9370, Daytona Beach
FL 32150, U.S.A

Our Ref. No. MB -012 Project

Attn: Export Manager i
Subject: Inquiry for Water Hammer Arresters

Dear Sirs,

As the leading manufacturer of Valve & Piping Accessories here in Taiwan, we are looking
for the Water Hammer Arresters now. From the Name List of U.S. Suppliers, we know you
are the manufacturer of these products and hope that you can mail your relevant catalogues or
brochures to us soon.

Besides, please kindly make your best quotation according to our enclosed drawing and send
it to us by fax for our evaluation as soon as you can.

Many thanks for your attention to the above and looking forward to starting the business
cooperation with you in the near future.

Sincerely yours,
Merrybest Int’ 1 Co.

Jane Jiang
V. President

Encl: Drawing No. MBO50

New Words & ExpressionsJ

the leading manufacturer ST R
relevant a. EPSib]
catalogues or brochures H &/ N7
enclosed drawing B I Pl 4%
evaluation n. Y, PEAG
look forward to W, Wifs

RCY Notes |

1. Please kindly make your best quotation according to our enclosed drawing and send it
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to us by fax for our evaluation as soon as you can.
HARVERATM Lo B, 2Bk G 9 RIFMAN, Fbett AFLEANTE,
make a quotation FRH
Please make a quotation of your cotton piece goods, as we are in urgent need of it.

BEF L FHA, HREART GIRM

2. Looking forward to starting the business cooperation with you in the near future.
A5 I F ER AR KRI85 o4F

start the business cooperation with... -« Fr46 b £5-S4F

They hope to start the business cooperation with us.

HANTF B G FATF 48 e S-A4F

Letter 2

STAPLES INCORPORATED
P.O. Box 1753

Atlantic Beach, NC 28512
252-555-3454
staple@clis.com

January 21, 2010
Brown’ s Furniture Store
1212 Main Street
Camas, WA 98607

Re: Catalog request
Dear Mr. Brown,
We have seen your advertisement online and we are interested in your products.

Please send us a catalog of your office furniture and supplies. We are planning to purchase
new furniture and file cabinets. Please include your terms of payment and let me know how
soon you will be able to ship after you receive an order.

Thank you for your assistance.
Sincerely yours,

Andrew Staples
Purchasing Manager

New Words & ExpressionsJ

office furniture and supplies INAFEFI A
file cabinets AR
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terms of payment PR A

L3 Notes |
We are planning to purchase new furniture and file cabinets.

AT R W F A KA LA AE —
plan to do ... X (FHE) e
This bank plans to branch throughout the country.

X RZBATH X AR Rk s,

He planned to leave London on Monday.

Rt R ZH— & T3

purchase v./n. 3%, KW

I want to purchase some computers from your company.

AR 8] K — e fiw

Customer selects one or more items from the list to purchase.

EBEPMFEFRBF—AR SN RN EGH S,

Goods are open to free purchase.

BRI &,

Letter 3

Innov Imp & Exp Co., Ltd.
77 Eastern Road
Chiswick, London

UK

Telephone: 45632

Fax: 68539

26th July 2013

ABC Stores Plc.
9 High Street
Manchester

Dear Sirs,

It has just come to our attention that you have lately opened your new American headquarter
in New York. Congratulations on your bold venture.

As you know, our company has had a long business association in the UK. We look forward
to collaborating with you in your American venture. Please let us know if we could be of any
assistance to you. We will be delighted to help.

We wish you the very best of luck and a prosperous future.

Yours faithfully,
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Sandra Jones

Sales Manager

New Words & ExpressionsJ

headquarter ps8il
bold venture KABHE B
delight v./n. 2%

1. We will be delighted to help.

FAVIR Z SR 8h

be delighted to ... B (RE) fHee-

Thanks for your invitation, and I" d be delighted to come.
AR89, IR SRS,

They’ 1 be delighted to see you.

B RIS F %,

2. We wish you the very best of luck and a prosperous future.

AV BN ) A E A ARG AR,

prosperous a. FRAY; SRR

If we succeed, our future will be more prosperous and more peaceful than our past.

e RBEAMARIAT T, BAVI R KRB LB AR, Fhofe P,

Letter 4

China National Import & Export Corporation
Cable address: CNIEC

Telephone No.: 123456

China National Import & Export Corp.
SHANGHAI

China

Our Ref.: BG/1569
Your Ref.: CT-W

January 24, 2012

United Textiles Ltd.
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York House

Lawton Street
LIVERPOOL, ML3 2LL
England

Dear Sirs,

Project
We are very pleased to receive your enquiry of 15th January and enclose our illustrated

catalogue and price list giving the details you ask for. Also by separate post we are sending
you some samples and feel confident that when you have examined them you will agree that
the goods are both excellent in quality and reasonable in price.

On regular purchases in quantities of not less than 100 dozen of individual items we would
allow you a discount of 2%. Payment is to be made by irrevocable L/C at sight.

Because of their softness and durability, our all cotton bed-sheets and pillowcases are
rapidly becoming popular and after studying our prices you will learn that we are finding
it difficult to meet the demand. But if you place your order not later than the end of this
month, we would ensure prompt shipment.

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

Yours sincerely,

China National Import & Export Corp.
Manager: Zhang Hong

Enclosures 2

[lustrated Catalogue
Price List

New Words & ExpressionsJ

enquiry EIES

illustrated catalogue I H ok, s H %
price list Bk, rE%R

by separate post J3 1B

excellent quality (UNERTI

reasonable price BN, IMEAIE
regular purchases E B

softness and durability FEEK ]

cotton bed-sheets i Jo PR .
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pillowcases e
meet the demand R W EELR
prompt shipment BNz, BNz
table napkins M

1. We are very pleased to receive your enquiry of 15th January and enclose our illustrated
catalogue and price list giving the details you ask for.

FAVRZ KR 1 A 158 090, FHH LEM B ZAsREde ks 2R g

be pleased to... &RTF (&%) -

We shall be pleased to talk the matter over with you.

FAVIRZ XA ARAN I 0 i A F R

We shall be pleased to show you some of our safes.

AW R B LSRN G BT b LA R IEAE

2. By separate post we are sending you some samples.

BA T WR A AR Ty — A S

by separate post/mail/cover % ®f

The samples you asked for will follow by separate post.

T BB S B AT

In compliance with your request, we have pleasure in sending by separate post a sample of
our 10s.3-ply yarn.

IR BBAR T AN 8] 0 R RATE B ERFHE10 X 69 = AR A,

3. We would allow you a discount of 2%.

BATVHE 2R 2968 7 4o,

allow a discount %31 4e

Better reduce the price than allow a discount.

5 R %Arde, R,

From all listed prices we allow a discount of 8% on orders received on or before 31st May.
5A318 RAFTKENGITE, BN B E L e R AEL8%0T i de

In view of our long-standing relationship, we agree to allow you a discount.

FRIANEMRI X &, BT RAELRT i,

4. We are finding it difficult to meet the demand.
FAVEIARAE 5 T K

meet the demand  # 2 FE, HEAEZR

Such a scale is able to meet the demand of consumers.

XA — BRI T A E R,

A large number of companies are creating services to meet the demand.

K8 B EIRS k2 E R,

5. We would ensure prompt shipment.
FAVERAERP B FIE
prompt shipment RPH#1%35, BpZ)| iz
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We can make prompt shipment only if we are able to secure the necessary space.
REEAMAEITEPTEGAAL, T ARHRIE,

We regret to say that we cannot accept your demand for prompt shipment as we usually
ship goods by regular liners.

BABHAE AR, BEF B F RN TH I RIE, TR ZAR S BP AR 2
&R

" Writing Skills

Business letter-writing does not call for superb language because it is not literary works, but
it is required to express your own opinions accurately in a plain language, and catch the reader’ s
attention and persuade the readers into believing what you said. If business letter writing is to
achieve its purpose, the writer should have a good master of standard modern English, knowledge
of technical terms, and all kinds of social knowledge. Apart from general principles, the following
5 points will provide you with more detailed guidance in writing an effective trade letter.

1. Control the length of your letter, and the short letter is better than the long one. Besides,
pay attention to each paragraph. Usually, one paragraph should express one complete point.
Moreover, varying your sentence length works best. The letter should show details, such as the
name of the commodity, specification, packing, price, quality, quantity, terms of payment, etc.

2. Taking advantage of the power of verbs. It is better to use positive verbs than passive verbs
in business letter writing. Verbs bring action to sentence, the more specific the verbs, the clear the
message.

3. Using modifiers. Adjectives and adverbs are important to make descriptions clear and
impress the reader effectively.

4. Pay attention to your tone in the letter. A friendly tone is more successful in getting
what you want than one that shows anger or frustration. It is better to use “We” than “I” ,
as “We” makes the responsibility of the letter of the company’s. “I” expresses the
personal opinion.

5. Avoid being overly formal. When writing a letter to a familiar company, avoid using overly
formal expression, or it will make the reader uncomfortable.

Preposition

ON

onf] HIRF /RO HE (TR b, FEE) L BFE] CBRMEARAY R — R R R R T
LBl FRRAS.

on the table 7E&H I

on the wall  7E% I

on our side 7EFRAT—i4
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onmy left 7EFR A

on Sunday FHH

on May 20th 5H20H

on Monday morning &#{— 4

on Christmas Eve SHERTA

on a cold winter afternoon 7E—FER LRIV T4

on the evening of June 10th 76 10 H i [~

on the second floor —#% (i) , —# (FHih)

on one’ s way home 7E[FI [ |-

EEETHAER

on business 2= on duty fHH on leave 51k on fire &k
on foot A1 on holiday &{& on time {fEH} onsale 7EH
to go on a visit (tour, trip, journey, excursion, errand, business, mission, one’ s honeymoon,

expedition, etc.)

KR (WG, mA, kAT, RE, W2E, H2E, W, EEA, HWR%)
to have influence (effect, pressure, impression, compassion, pity, mercy, etc.) on...
Xpeee AN CHBCR, AR, AEI, R, 190, %85

the information (news, views, work, advice, idea, quarrel, analysis, instruction, comments,

opinions, etc.) on ...

Ko BB CHEML, WA, THE, s, Mk, Sit, 07, HoR, 2,

WLEE)

MR R PRIE BEEE
The price is on the high (low) side.
kst (%) o

The goods are on sale (offer, order, consignment, approval, loan, mortgage, etc.).
e Cra. 1T, & . . SRS ) 2

Business has been done on a large scale.

M55 B RIS JR e ok

Your products can hardly sell well on the market at such a high price.

PLIXARE s BB AR 6077 b A T 3 EARMER Y

On this occasion of the opening of the Fair, I would like to express our thanks to all our friends.
TEAL Gy 2T R, I FRATITAT W A 3R 2.0 i A1

It" s safer for you to do business with them on the terms of C.O.D.
KRBT HOT A (He - 550 GBI A B4

We have booked (shipping) space on S. S. Red Sea.
KACAE “L0ifE” % LiThe.

We’ 1l draw (a draft) on you for the expenses.

AT T R T T SRR IO

We do not pay commission on that kind of products.

FATR IRl ) A4

We can allow (you a 5%) discount on an order worth 50 000 dollars.

XISTTSETTHITEE (Rgah ), FATATLAGS (5 %K) P,
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Please effect insurance on the captioned goods.

T AR SR AR

On receipt of your specific enquiry, we’ 11 make you a firm offer.

—WEMR T BRI, FRATRZA R S 4%

on request (examination, re-inspection, presentation, perusal, delivery, arrival, etc.) ...
—ZEOR (K, B, s, g, scht. BRAE) mieeeee

We will send you samples on request.
FERFRADRZ IR -

The draft will be honored on presentation.

e Y VAL ||V TS

On perusal, we find there are some discrepancies.

— A, R AT R

on one’ s advice (order, instruction, recommendation, experience, invitation, understanding)
s (%) FARE (s fias. @i, &5 8. B )
On our advice the buyer at last accepted your prices.

TR TT is, KIT A2 TR0 .

On your recommendation we have approached the opening bank.

HRAER I L, FRATHFUEA THUS TR

to levy (lay, impose) a tax (duty, fine, etc) on...

Xifeeee s AIEBE (FTK)

The government will levy a tax on the J. V.

BURPRE 15 B AL

The authorities concerned have levied a fine on the firm for its tax evasion.
A F AT 2 A 5 H R

to lodge a claim against (sb.) on (goods) for (reason)

WCHRH) POCREIEED) 1) (RN SR

We’ 11 lodge a claim against you on this parcel for the damage.

FTHF IR A BT 32 4 i U7 B R I

u Useful Sentences

1. Fax 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.

fRESEPR FRESCE . B BRSNS ENA, IR LR B RGO

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

HET, HFRSwaRa. 1T, Wfk, ST RS,

3. We were not able to settle any of our outstanding balances.

FATITAT AR R4

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

Bl PR 2F 5620 Tl S5k, TE AR, XTI BN TR S TR

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

WA GRAT O MA R B 5. WATRE, EHCRIRIT FOB L.
6. We would like to receive your specific enquiry at an early date.

A AR HCR 707 BRI

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

AT H G —E AT % A R R

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

TN AR BN 25 T VR AT AT 3 1

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

maturity.

H T H BT R0 55 RE, RIS EIRREIC A

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

parties through negotiation.

AR S . W i XSO R R HZ BT

11. Our terms of payment are by confirmed, irrevocable letter of credit, available by draft at sight.
FATHIAH AR RS . ATTREE R . WEERI (BRI 15 HIE.

12. T wish to make it clear at the outset that this matter of labels is entirely our problem.
AT SR, R bR AR TRAT A C AR

13. Please send us some catalogs at your earliest convenience.

TSR TRA TR — LU i H Sk

14. You can sell more this year according to the marketing conditions at your end.
MRAEARAE (ARith) TigpIEoL, ARITTA4ERT IS E 2 .

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

TEAL Ty o EI AL T W IRIF I EN S

16. The goods cannot be sold at a discount (at a premium/at retail/at wholesale/at auction).
PEUIANREST TN (Fdi /28 Atk Anse ) .

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

disposal).

A IR, BRI, SO EE (BRE/ARRE) .

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

cotton.

ISR 5 EE SR AT R B T A AL B AR A B

19. We trade with other countries on the basis of equality and mutual benefit.
A2 B Ll b5 50 HEA 750 5

20. They trade mainly in light industrial products.

M) A E R Tl ™ dh

21. They might be in the market for sophisticated equipment.
AT AT REEENG SR B 45

22. This product is being marketed in all European countries.
IR AT RS P AT R B 22

23. We have done business with ABC Company for many years.
FA15 ABC AR CAM 7 Z4F4 8.

24. Business has been closed at this price.
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25. Businesses are less optimistic about economic prospects.

TR 2B R AARR M

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

AL EA T, eiaEeERha.

27. We have been dealing with your sister companies in the past few years.
BCUAETRATT— 15 0 15035 A
28. We are prepared to transact business only on these terms. o
FA TR R S A5 A T3 )

29. Stockbrokers transact business on behalf of their clients.

IR NERE T35 55

30. For large transactions we suggest payment by sight L/C.

X REEAS T BT R 5 HRIE S A

m Knowledge Detection

| . Answer the following questions.

1. What are the 7C Principles in business letter writing?

2. What are the three basic formats of business letters? Talk about the characters of one
format.

3. What should be included in a business letter?

4. What is reference notation?

Il . Translate the following titles into Chinese.

1. Chairman of the Board 6. Assistant Manager
2. Managing Director 7. Standing Auditor

3. Executive Director 8. Selection Chief

4. Sales Manager 9. Company Secretary
5. Department Manager 10. Clerk

ll . Translate the following titles into English.

waE et AN IR
i R Fsx iR ety e
DU I A SCAY LT R 55

2] HH FL IR

IV. Read the following sentences and correct the mistakes.

1. Our competitors’ price is 4% - 5% lower than us.

2. It is one of the machines that was delivered last week.

3. This fridge not only is attractive in proper price, but also in good quality.
4. While studying the reporter, the telephone rang.
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5. Depositing money with us, our bank can pay you high dividends.
6. We are well-established exporters of all kinds of goods made in China.

V. Arrange the following in the form of a letter.

1. Sender’ s name: China National Light Industrial Products Import & Export Corporation,
Shanghai Branch
2. Sender’ s address: 128 Nanjing Road, Shanghai, China
. Sender’ s cable address: INDUSTRY SHANGHAI
. Sender’ s telex address: 33054 TNDUS CN
. Date: May 25, 2014
. Receiver’ s name: H.G. Wilkinson Company, Limited
. Receiver’ s address: 452 Lombart Street, Lagos, Nigeria
. Salutation: Dear Sir,

O 0 3 N L AW

. Subject line: Sewing Machines
10. Main Body:
We thank you for your letter of March 16 enquiring for the captioned goods.

The enclosed booklet contains details of all our Sewing Machines and will enable you to
make a suitable selection.

We look forward to receiving your early reply.
11. Complimentary Close: Yours faithfully,

VI. Change the layout of the following letter into the block format.

Import and Export Company of Wuhan
Jiefang Road 430072

Wuhan, Hubei, China

Tele: (86)2787654562 Fax: 84564879
Our ref: DS/MR

Date: 3rd April 2012

Henry’ s Electric Company
Time Square

New York

USA

Dear Sir or Madam,
Through the network, we have your name and address. We know that you are interested in
wiring ducts made by Chinese enterprise and you want to import the wiring ducts from China.

We take the pleasure of addressing you this letter, hoping to establish a sound trading relation of
mutual benefits with you.
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We—ABC COMPANY, located in Wuhan, is specialized in the manufacturing of wiring ducts
with the production capacity of over 600 000 cubic meters per month. We have been manufacturing
and exporting wiring ducts for many years. With excellent quality and fully competitive price, all
our products are exported to overseas markets and they enjoy high reputation among our business
partners and customers, and our trade partners are satisfied with our products.

In order to give you a general idea of various kinds of the wiring ducts we are handling, we B
are airmailing you under separate cover our latest catalogue for your reference. Please let us know 01
immediately if you are interested in our products. We will send you our price list and sample to

you as soon as we receive your specific inquiry.

We believe our products will benefit you very much. Please be advised that your order is
greatly appreciated.

Yours faithfully,




