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I. The Purpose and Functions of Business Letters

The purposes of communication are to obtain complete understanding between the

parties involved, and elicit the responses required. Generally speaking, the functions of
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a business letter are to ask for or to convey business information, to make or to accept an
offer, to deal with matters concerning various businesses.

Usually, there are certain essential requirements for a good business letter, which
can be summed up in the Seven Cs, i.e. Completeness, Concreteness, Clearness/Clarity,

Conciseness, Courtesy, Consideration, Correctness. These Cs often go hand-in-hand.

II. The Basic Parts of Business Letters

See the letter first and find out how many parts are included in this letter:
Guangdong Foreign Trade Development Corp.

779 East Dongfeng Road,

Guangzhou, China

Cable Address: 5527 GFTDC Telex: 44388 GFTDC CN

September 15, 2010

H. J. Wilkinson & Co. Ltd.
245 Lombart Street,
Lagos, Nigeria

Dear Sirs,

We learned the name of your company from the Bank of China, Guangzhou /
Guangzhou Branch of Bank of China.

We are specialized in exporting the Chinese light industrial products, which enjoy
good reputation in the world market for a long time.

Enclosed please find a catalogue for your reference, and we look forward to entering
into business relationship with you.

Anticipate your early reply.
Yours Sincerely,

Liu Ming

Liu Ming

Sales Manager of Export Department

In sequential order of completion, a business letter basically consists of the following

13 parts. (7 of the 13 parts are basic and necessary. )
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(1) Letterhead ({5:3%)

As the first and most obvious part of a business letter, the letterhead expresses a
company’s personality. It helps to form one’s impression of the writer’s firm. Styles vary
considerably, but they all give similar information and include the essential particulars
about the writer — name, address, zip-code, telephone number, telegram fax number
and e-mail address of the company. It is usually designed and printed in the center or on
the left margin at the top of the page.

(2) Reference Number (S% 5 /45X HS)

The reference number is generally used as a useful indication for filing and
consulting for both sides, so it must be easily seen. It may include a file number, a
contract number, an L/C number or the initials of the signer and the typist’s initials. If
you find the reference number in the incoming letter you need to take the form as “your
ref.” and “our ref.” in your reply. The position of the reference number is often one or
two lines below the letterhead.

(3) Date (HHj)

Every letter should be dated. Never send out a letter without a date. If you are
giving information, such as shipping or delivery or appointment dates, it is vital that the
date should be correct. The position of the date is often one or two lines below the
reference number or letterhead (if there is no reference number).

September 8, 2007 — American form
8th September, 2007 — British form

(4) Inside Name and Address ({5 A #tl)

It consists of the name and address of the receiver. It appears exactly the same way
as on the envelope. Inside name and address are always put at the left margin at least two
lines below the date.

Ms. Sarah Davis 144

The Sales Manager B4

The Space Engineering Co. ,Ltd. 2AH] 4

830 W. Lauridsen Boulevard /Nidik

Port Angeles, WA 98363 Ktk

USA  [HZE#

(5) Salutation ( FRFE)

The salutation is the polite greeting with which a letter begins. It should be placed
two lines below the inside address. There are many forms of salutation in a business
letter. The customary greeting in a business letter is “Dear Mr./Mrs. /Ms. /Miss . ..

()7, “Dear Sirs”or “Dear Madam or Sir”.
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(6) Subject Line (EHfrE)

The subject line is often inserted between the salutation and the body of the letter.
The subject line helps to attract attention to the topic of the letter. It is especially useful
if two companies have a lot of correspondence with each other on a variety of subjects, as
it immediately tells what the letter is about. It is also useful as a guide for filing. It can
begin with or without “Re: ” or “Subject: ”. Sometimes, you can see the subject line is
underlined. e.g.

Re: Sewing Machines

Subject: Sewing Machines

Sewing Machines

(7) Body of the Letter (1E3Z)

This part contains the actual message of the letter. It should begin two lines below

the subject line or two lines below the salutation if there is no subject line. Usually, it is
divided into three parts: opening, actual message and closing. The body of the letter
should be carefully planned and paragraphed. The opening is to give the reason of
writing and often refers to previous correspondence. The actual message is to specify the
writer’s concrete purposes, requirements and wishes. The closing is to express thanks and
anticipations for future actions or plans. Sometimes the closing may be used to sum up
the message and to suggest the writer’s requirements to the receiver.

(8) Complimentary Close ( &5 EHiE/EiE)

The complimentary close is merely a polite way of bringing a letter to a close. It is
usually placed two or four lines below the last line of the body of the letter. There are
many different complementary closes that show respect, but it should match the salutation.
The most common sets of salutation and the complimentary close are as follows:

Yours faithfully,

Yours sincerely,

(9) Signature (FEREF)

The signature is the signed name or mark of the person writing the letter or that of
the firm he or she represents. All letters must be signed and a letter should be signed by
hand, and in ink. Unsigned letters have no authority and a letter “signed” with a rubber
stamp is a form of discourtesy. Usually, the name of the signer is typed below the
signature because many handwritten signatures are illegible, and then followed by his or
her job title or position. If the writer represents a certain institute. the name of the
institute will be printed above the signature. e. g.

The Overseas Co. , Ltd. institute
(Signature) signature

John Bell name of the signer
General Manager, Sales Department position

E—— .
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(10) Reference Notation (£ AKX S )

Sometimes, the reference notation, which is also understood as identification mark,
can also be placed two lines below the typed signature. The reference notation usually shows
only the initials of the typist, but it can also be made up of the initials of the person who
dictated the letter. The initials of the dictator are usually in capital letters. The two sets are
separated by a colon or a slant, such as for Bill Clinton (manager) and Nancy Brown
(secretary) . The following examples are acceptable forms of the reference notation:

BC: nb

BC/nb

(11) Enclosure Notation ( fff{f)

If any documents such as catalogues, price lists, order, copies of fax are sent with a
letter, it is necessary to add enclosure notation to remind the receiver. The enclosure
notation is usually placed two lines below the signature at the left margin. The marking
may be in any of the following ways:

Enclosure: 3 copies of ... Encl. 3 catalogues

Enc. 1 invoice Encls: as stated

(12) Carbon Copy Notation (%)

When copies of the letter are sent to others, you need to use the carbon copy
notation below any enclosure notation at the left margin. It is used to show that the letter
has been sent to someone relevant. The marking may be in any of the following ways, c.
c./cc/bee—Dblind carbon copy. e.g.

c.c. Mr. J. Cooper

(13) Postscript (Mt 5/iE)

A postscript is used to emphasize a point to which the writer wants to draw the
reader’s attention. Sometimes, the postscript can be added by some executives in pen and
ink for the purpose of adding a personal touch to their typewritten letter. The marking
word of postscript is P. S. and should be placed at least two lines below any other
notation and flushed with the left margin.

Of all the 13 parts, seven are standard, principal and necessary. The seven parts
include the letterhead, the inside name and address. the date, the salutation, the body of
the letter, the complimentary close and the signature. The others are optional parts
which may be unnecessary for some letters and chosen as the writer wishes. Some letters
may contain one or more of the optional parts, depending on the different situation of

each writing requirement.

7E: The Basic Layout of Business Letters
1. Letterhead({§3%) "
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. Reference Number(Z%5 /& X 4i5)
. DateCH#]

Inside Name and Address({g Py HutE) *
Salutation(FRIF)

Subject Line(F H bph)

Body of the Letter(1E30) *
Complimentary Close (%5 BHUE/EiE) ©
Signature G257 "

. Reference Notation(Z7p AL 5)

. Enclosure Notation([ff{4)

. Carbon Copy Notation(#}i%)

. Postscript(fft 5 /13
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IIL. The Significance of Establishing Business Relations

It is fairly true to say no customer, no business. To establish business relations with
prospective dealers is one of the important undertakings either for a newly established
firm or an old one that wishes to enlarge its business scope and turnover.

Establishing business relations is the first step in transaction in foreign trade. If a
new firm, or rather a certain corporation of ours, wishes to open up a market to sell
something to or buy something from firms in foreign countries, the persons in charge
must first of all find out whom they are going to deal with. We should not only do
everything possible to consolidate old customers but also seeck new ones to enlarge our

business.

IV. The Main Channels and Methods for Establishing Business Relations

Usually, you can secure all the necessary information about a new customer with the
help of the following channels:

banks;

advertisements in newspapers, magazines or on TV;

the B2B websites;

the introduction from your business connections;

the market investigations;

the chambers of commerce both at home and abroad;

inquiries received from the merchants abroad;

Having obtained the desired names and addresses of the firms from any of the above

sources, you may start contacting the prospective customers.
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The main methods include:
communication in writing;

attendance at the export commodities fairs;

contact at the exhibitions held at home or abroad;

mutual visits by trade delegations and groups.

Question and Answering

1. What would a firm do if it wished to enlarge its business scope and turnover?

2. What’s the meanings of the underlined words and phrases?
(1) the B2B websites

(2) the market investigations

(3) the chambers of commerce

(4) at home and abroad

(5) inquiries received from the merchants abroad

(6) the prospective customers

(7) the export commodities fairs

(8) mutual visits

(9) trade delegations

EBITRE
Dear Sirs,
We have found our link at ebay. co. uk.
We are a modern furniture manufacturer from Shenzhen China.
We produce the item same as your displayed on EBAY. We have been in this line for

5 years and about 1000 sets are exported per month to NYC USA. We also offer aniline
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dyed leather for this kind chair.

Delivery time including shipping approx 40 — 45 days.

Price for each with UK FR.

USD chair

USD ottoman

The 5% discount will be given if your quantity will meet 100 sets each month.

Material description: we are doing all full leather, pipe, back, sides.

And foam is all east Asian grey grade foam. Stainless steel is all # 304 with 4%
nickel never rusts material. And we have the new material imported from Korea. We
also have other modern furniture items in our website www. modern classic. cn that you
may also find some hot sales items that you can start business on EBAY. We hope that we
can do business shortly.

Many thanks and kind regards!
Respectfully,

Joe Lau
Joe Lau

Manager of Exporting Department

Notes:
aniline dyed leather: FEfiYL (f {7
ottoman. /5%

1. Question and Answering
(1) What are the writing steps of this letter?

(2) How many pieces of key information are provided by the seller in this letter?
What are they?
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2. The writing steps and typical expressions of the letter concerned

Writing Steps (515 Typical Expressions (F JHZ&1k5) %)

1. We were very pleased to obtain your name from . ..

(FRATAR e e A IRAFHE N I 24 5 D

1. Telling the prospective customers

how and where their names | 2. Through the courtesy of ..., we are given to understand that ...
and addresses are known 2 iff GRS e FRATTAG AL e oo )
XF 7 AR BRI

i 3. On the recommendation of ... ,we have learned that ...

Gl oo S TR TR +0)

1. We would like to take this opportunity to introduce ourselves
as

ARSI BTG TR T

2. Self-introducing 9 O tion i calized i
. . corporation is specialized in . . .
BN ur corporation is specialized i

AT G ees)

3. We have been engaged in ... for many years.

(AT LN Feeee ZAE)

1. We are contacting you with an interest to . ..

CRRECRRIR R A T eee)

3. Indicating your purpose and

. 2. We are willing to ... / We would be glad to . ..
desire

e (BITHGIRTE =0 0)
3. Should you require ... please don’t hesitate to contact us.
CHRARAT TG B TE A BR A IRA TR
1. We look forward to receiving . . . /hearing from you soon/in the
near future.
4. Expressing your expectation (FE B R e eeeee )

2. Your early reply is appreciated.
CIEF BRI R HEE D

3. The other commonly used expressions and sentences &% F KA F15 )

Expressions
(1) avail ourselves of this opportunity F{ {5 L2
(2) take the liberty of ... BB, JH4L

(3) with a view to doing sth 7§

(4) a regular supply of... EHHHRE

(5) be in a position to £ RE Syt

(6) any further information {F{i]#F— 1){5 &

(7) upon sb’s request & BEE A By Ek

(8) mutual understanding and cooperation HAHFRMF 5 & 1F
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(9) in the market for 4By

(10) be supplied from the stock H FELF

(11) fall within the scope of J@& F-e+-+-- 7

(12) anticipate your reply W&

(13) enter into business relations  FE7l 5554 &

(14) engage in ...; handle ...; deal in ...; specialize in ... MZF «-eee BB (LB ) eeeeee

(15) business line 45315l

(16) for one’s reference only {Ufit=%

(17) conclude the transaction k35

(18) have years’ experience in this particular line of business 7EiZ4N A £ 4445

(19) sell well in various countries B4 4% [E +-+-+

(20) enclosed please find ... [k F 0k

Typical Sentences

(1) Through the courtesy of Mr. Freemen, we are given to understand that you are
one of the leading importers of clectric goods in your arca and wish to enter into business
relations with us.

(2) We are a state-operated corporation, handling the export of animal by-products
and we are willing to enter into business relations with your firm.

(3) Our lines are mainly various kinds of electrical products, and we have offices or
representatives in all major cities and towns in Japan.

(4) We are active in commercial intercourse with various countries and districts in
the trade and financial circles.

(5) We foresee a bright prospect for your products in our market. We express our
desire to establish business relations with your firm.

(6) As the items falls within the scope of our business activities, we shall be pleased
to enter into direct business relations with you.

(7) We hope this will be good start for a long and profitable business relation.

(8) We are convinced that our joint business efforts can be developed to our mutual
benefit.

(9) On the recommendation of Chambers of Commerce in Tokyo, we have learned
with pleasure the name of your firm.

(10) The corporation is specialized in the export business of electronic products,
which sell well in various countries.

@ LHIES

Situation [543 .

BG40k NS I K HINAA R AT

(Guangzhou Modern Classic Furniture Foreign Trade Company Limited)
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B {5 )y #iuhlk . 779 East Dongfeng Road,
Guangzhou, China
BB ZR I Tel 86 - 20 - 83328154  Fax 86 - 20 - 83328156
E-mail: modernclassic@hotmail. com
{5 H. September 9™, 2012
A5 T 24K . Messrs. Tomita & Company Limited
WA= k. 38 - 29, Lime Street
Birmingham, E.C.5.
AT IS SN2
(1) 3 Awww. arcor. de Pl 15515 7 (1 44 FK
(2) FI7Z—FAL T E N B B
(3) X FE— T FI7H M 3 www. MODERNCLASSIC. cn, B 7 A 4 £ 77 i 514
Ji s 7 A ]
(4) FKA FEA —SEAH ™ i, 55 W il AR TR T 3 22 4
(5) QRAR T B ST IR AR IR AESEE 8 5 T 77 i B o
(6) WIRAR Ty BE 2 Ty PR BEAE T T W b B AR 7 S8R 1) 7 it 5 » DA S B AR T S i
PR HE 1T 24 PR F 7 R RO L
(7 Iy T AL R J5 % 2R 7 T iz 2k i s
(8) Ay R P BIR T HReAR

SN 5 HU - SR H -

195 52t R AR -

TARRIHT AL

/NS H Y
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1. Translate the following terms &% T%1i74A
A. From English to Chinese JZFH}H
(1) Chambers of Commerce

(2) Guangzhou Commodity Trade Fair

(3) business line

(4) with a view to (doing) sth.

(5) study the sales possibility in our market

(6) enclose here with one of our price lists for your examination

(7) arrange a pick up at your destination

(8) owe your name to the commercial bank

(9) forward samples and other helpful literature

(10) take advantage of the offerings on the list

B. From Chinese to English  H1##%
(D) # s R

(4) FEER Lo ZORAMRE S

(5) o) A AF

6) i

EE—— 2 N




(7) TR e TASH

(8) et oo A7 FRA AL oo

(9) 7 BRI E] - -

(10) UNIRARA TG EL e AHZA I H AN TR A T FR

2. Translate the following sentences #Ji% T %I q]F
A. From English to Chinese JHiH
(1) We look forward to your favorable and prompt reply.

(2) Through the courtesy of Mr. Bush, we are given to understand that you are one
of the leading importers of clectric goods in your area and wish to enter into

business relations with us.

(3) We learn through our commercial bank that you are interested in electric shavers

of British manufacture and enclose here our illustrated catalogue and price-list.

(4) We hope you will send us a trial order so that you can test our claims against the facts.

(5) They are the product of the finest materials and workmanship and we offer a

world-wide after-sales service.

B. From Chinese to English i
(D TAVREA AR LSRS0S,

(2) Bt pRiF 2> RIREDL b 55 0 FRURHAL 75 T £ /M F— AR 255

(3) ¥kl B RAH AN ERN R A TR — 55 07 & ZFEMELR

(1) FRE AR ARG A A4 I DA 2 S BA T

(5) FAIZAFAK—ELHE 2R i i HLBAT T LAISRHA VA V2 NI R 5 R A

3. Write a letter according to the following contents RIEMLTHABEE —F (=
Compose a letter on behalf of Mr. Liu Ming, sales manager of Export Department,

NN i3
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according to the given information and message. Then arrange the necessary parts in

proper form as they should be set out in a business letter.

(1) Sender’s Name: Guangdong Foreign Trade Development Corp. (exporter)

(2) Sender’s Address: 779 East Dongfeng Road, Guangzhou, China

(3) Sender’s Cable Address: 5527 GFTDC

(4) Sender’s Telex: 44388 GFTDC CN

(5) Sender’s Fax Number: 86 — 20 — 83328156

(6) Date: September 15, 2010

(7) Receiver’s Name: H. J. Wilkinson & Co. Ltd. (importer)

(8) Receiver’s Address: 245 Lombart Street, Lagos. Nigeria

Message:

(D 5% 7 R 2 M B 4R 47 ) M 4> 47 (Bank of China, Guangzhou /Guangzhou
Branch of Bank of China)#M58RIHNF] 4 FRE .

(2) LR HMRA RS KR,

(3 YRR ITRA T LT 1 A R Tl ™ i X 287 SR T R T 3 A

) fFhUELHIRE R B | H s — S,

(5) FEBEXS J7 QX AT 4R T L B S IR A AR AR

@ AR
B F KRR

%"9%";’%%‘%&’%“‘:%‘@5\ EQZ\/\;%E‘;%E‘_JEQ’];E g{o 7%%:5./\%75 ‘:P'flll‘:\% B2B A
b ER ML LW 5 H B RS R ERL AT AL LR, AR LT T EA
8 5 s B A A LR

o= A8 kAR A BE AT AR 3E B R e T A AR R R

= BB AHE RA KA ME A EEEASL O TiTE,

B TFRAERR

(D) M HAR T A R A 3R B A 5E CRSE M) L SR A 8 7 %

(2) VABAET7 RT3, B PR R 3R S 75 sn e — ek tm W o9 A R

(3) o Rad oy R ik e = Fo AL BRI 2 S SRR




