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1. 5Cs’ Principle of Business Writing

1.1 Clarity

1.2 Conciseness

1.3 Correctness

1.4 Concreteness

1.5 Courtesy

2. Organization of Business Letter

2.1 Introduction

2.2 Body
2.3 Closing
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1. The Structure of a Business Letter [ 4545154514

Letterhead, Date, Inside Name and Address, Attention Line, Salutation, Subject
Body, Complimentary Closing, Signature, Reference, Enclosure, Carbon Copy.

2. The Layout of a Business Letter 7545 155 4% 3

Full-Block, Blocked, Semi-Blocked, Simplified.

3. Addressing an Envelope 15# 5%
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Unit 3 ESTABLISHING BUSINESS RELATIONS
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1. Introduction

1.1 Purpose of establishing business relations

1.2 Company Introduction

2. Structure of the letter of establishing business relations

a) Opening

b) Body

¢) Closing

3. Sample Letters

4. Useful Sentences and Expressions:
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1. Introduction
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1.1 Inquiry

1.2 Inquiry Reply
2. Structure

a) Opening

b) Body

¢) Closing

3. Sample Letters

4. Useful Sentences and Expressions
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1. Introduction

1.1 Quotation and Offer

1.2 Firm Offer and Non-firm Offer

1.3 Counter-Offer

2. Structure

a) Opening

b) Body

¢) Closing

3. Terms and Conditions

a) Terms of price

b) Terms of payment

4. Sample Letters
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5. Useful Sentences and Expressions:

=, BERRIREEHFRER

Hid . A Quotation, SZ#E Firm Offer, JE #% Non-firm Offer, X #%
Counter-Offer, #1257 Terms and Conditions (FOB, CIF, C&F, L/C, etc.)
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Unit 6 ORDER AND CONTRACT

— EFIHKNEEX

TAEE PR 5 AT BAE e B N, AR IESE e 1 SR A RUNTE SR
& ERIT PR R ARG T % 1T REREIETIT R BRIAIT 5. BUBIT 5
B IR 5T AR KRB H RRC AN &) TR A A S R R N B S R
2o AR S A B R I FA I R B TR A

. RENE CERAR

1. Introduction

1.1 Placing Order

1.2 Purchasing Order

1.3 Order Acknowledgement

1.4 Sales Confirmation

2. Structure

a) Opening

b) Body

¢) Closing

3. Sample Letters

4. Useful Sentences and Expressions
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1. Payment

1.1 Remittance Y4

1.2 Collection FGU&

1.3 Letter of Credit 15 FilF

1.4 Credit Application Letters 15 i %15 5K

2. Collection Letters fi:#k i

3. Sample Letters

4. Useful Sentences and Expressions
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Unit8 COMPLAINTS, CLAIMS AND ADJUSTMENTS
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1. Complaints #¢iff

a) Complaint about delay

b) Complaint about broken merchandise
c¢) Complaint about poor packing

d) Complaint about missing goods

2. Claims &%

a) Claim about irregularity with order
b) Claim about defects in merchandise
3. Adjustments %
a) Granting adjustment
b) Grating partial adjustment
¢) Refusing adjustment
4. Sample Letter Study

5. Useful Sentences and Expressions:
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1. Introduction

1.1 Purpose of Sales Letter

1.2 Four essential elements

1.3 Follow-up Letter

2. Structure and Writing Suggestions

a) Opening

b) Body

¢) Closing

3. Sample Letter.

4. Useful Sentences and Expressions
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—. I HMEER

T RS RIS FRER T 7 00 3 A 25 A UM S S AR R, SR SRR
FOSRHA A 7 LA R SR ERAR S5 bR SV 77, 15 PR ES A RITE 5 R-AE, 4R 50K
RS o PG A o

—. BENE

1. Application Letters

1.1 What is a good application letter?

a) Attract the reader’s attention
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b) Interest the reader in you as a prospective employee.

c¢) Make the reader want to hire you

d) Lead to a personal interview

1.2 Writing Suggestions

1.3 Sample Letters

2. Resume

2.1 Formats and Contents

2.2 Samples

3. Letters of Reference and Recommendation

4. Useful Sentences and Expressions
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1. Letter of Thanks  (Eiff{5)

1.1 Writing Suggestions

1.2 Sample Letter

2. Letter of Congratulations  (#5%15)

2.1 Writing Suggestions
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2.2 Sample Letter

3. Invitations CGHIFE. HHR)

3.1 Formal Invitation

3.2 Informal Invitation

4. Announcements (A %5)

5. Letter of Condolence or Sympathy (i igBUE 1]43)

5.1 Writing Suggestions

5.2 Sample Letter

6. Useful Sentences and Expressions
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1. Interoffice Memos #3% (ffpR)

1.1 The Purpose of Writing a Memo

1.2 Memo Format

1.3 Organization of Memo

1.4 Sample Memos

1.5 Writing Suggestions

2. Minutes Witk
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2.1 Writing Suggestions

2.2 Sample Minutes
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1. The Parts of a Report iz 7 FtJ2H 535 47

1.1 Memo or letter of transmission

1.2 Table of contents

1.3 List of tables and illustration

1.4 Acknowledgements

1.5 Summary

1.6 Body of the report

1.7 Recommendations

1.8 Appendixes

2. Kinds of Report 15 {257

2.1 Informational report

2.2 Analytical report

3. Formats of Reports 75 H#% 2
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3.1 Report in memo form
3.2 Report in letter form
3.3 Short informal report
3.4 Long formal report
4. Writing Suggestions
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In business English writing, it helps to achieve by using simple, short words and

simple sentence structure.
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A. clarity B. correctness C. courtesy D. consideration
SHEER: A

= EEESE: ARG RRRETER TR FRRTH R, AR AR R

AL .
establish recommend commission importers
introduce literature forerunner cooperation
interested await
Gentlemen,

The Foreign Department of Bank of China 1 your company as being 2 in

3 business relations with a Chinese company.

May we 4 ourselvesas 5 of all general merchandise, exporters of Chinese
Products and _ 6 agents. We shall thank you if you send us samples and other
promotional 7 . We hope that this letter will be a 8 to many years of profitable
9

10 your soonest reply.

Yours very truly

Gale, Wu

SHEER:

1.recommends 2.interested 3.establishing 4. introduce 5. importers

6.commisioned 7 literature 8. forerunner 9. cooperation 10.Awaiting

=. HEE:

Why is it important to establish business relations?

SHER:

The development and expansion of a business depends on customers. Needless to say that no
customer, no business. The establishment of business relations is the fundamental step in foreign
trade and in international exchange. Your first letter to open up a market or enlarge your firm
scope is very important, because it is known that first impression will count heavily. Therefore,
transaction can only be made after the business connections have been set up.

ma. B
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W

HER:

Through the courtesy of the Chamber in Tokyo, Japan, we have learned that you have
been supplying the best quality foods all over the world, and we are sure that there is a large
demand for various foreign foods in our country. We are writing to you in the hope of
establishing business relations with you. We foresee a bright prospect for your products in our
market.

2.Thank you for your letter of March 19 and we are pleased to know
that the shipment of the cars we booked can be made next month. As soon as the goods are
dispatched, please cable us details of the shipment, thus enabling us to arrange for the insurance
here. We await with keen interest your shipping advice.

SHER:

ST 3 7 19 HRAE. BAURGMIRBITRE T AR R, Yk t)E, g
A ARSI, MERRREF . VISR NE

. BEE

Write a new office opening announcement by Dr. Richard Levine who practises pediatric
medicine and will move to 1420 North Grand Street, Suite 1B, Miami, Florida, (402)889-7798X.

SHER:

Dr. Richard Levine (2°)
Announces the opening of his office (2°)
For the practice of pediatric medicine (2°)
1420 North Grand Street (2°)
Suite 1B
Miami, Florida
(402) 889-7798X (2°)
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