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Unit 1 BIEEERIFMHEIEYE Features and Types of Business Letters

Lesson 1

AESENFE

Features of Business Letters

r=n
fus fA#E=F Key Words

+ informative [ formatrv]
(@) BFREH A
+ professional '

[pra'fefan!]
@) BXEM
A 3

AY
A

’
i
’
¥
i

f
I

S
-

3 '
AY ’
iy I i

I
L
!

+ practical [ prektk!]

;‘ (a) BA/Y

« functional
A oagkfen]
(a.) BEREAA

« formal [ form!]

+ think ahead

« answer Bizhis! “;
questions )
@%Fﬂ“ Y

know the <«-----

Writing Principles

« highlight key
information
ohIEERAE

(a) 089 reader

Quality 112 g
' T RIEE

v '

* accurate [ zkjarat] '
(a) FEHEHY \] Business Letter
+ helpful [ helpfal] =-/=
(a) BEBIN ERETE

= {ERA|

L}
A
A
A

Al
+ be clear and direct
ERARERE

B e

« attend to liability

BREZARER

1 What Is Business Writing? (f1EZZEESF 7 )

BEE{E (business writing) ERANEXRBIZIFHRNSE - EAAESENRERERS
S50 -

o Gl AR HMFEN FE (w B T F 4 (employee manual ) )
o SR AFREUHE E4TH) (4o iE)E (proposal ] )

° TR FR TN (o FEME (annual report) )

o iih Bh PR L4 B 1BAE (RosFRIRE (invoice) )

PR RELASHESIFER (purpose) - MEERE 55 £ /52 ¥5HE (clear and accurate) °

AEREZRA—TEEAEEREZAEESEER - "TBRERE, (business letter) -

2 What Is a Business Letter? (+tEE2E%E(E7)

FxEEE—ZER (formal) FEE @ ARBHEAHE  MIFEHREARE - E—RQFH
EREEXALFANASEHRERR - RENHAXEEHEAR - BEHRALISFEEMAR -
ZEP-HELAFARTET - MEEGEHNRFRI - B8 * letters (E(5) ~ emails (¥ I
) ~faxes (HE) - memos ({ER,H=i%) - presentations (5% ) - reports (¥R ) -

; resumes ( /) /CVs (BIER) -~ DIREMEENHE -
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AEEEAEBNTRALITER

E Be Informative (EE&HRH)  HEAESELEH THEEN (information) ' M3E
SHIERE - BEEANSHSERESEED  BRESIANABBEXZE =40 MESAER
RN EHZEENES -

Be Functional (B¥EBEEZEMEE) H HESETFRHLIERIFEEE  fIUERFHE
T BEARFEFS KBERS —ERXREHEEN At EENRESHESEH
—EEVHEIRESENENZEMTE -

Be Helpful (EeitBa@EHEE) @ AEATEERREER FIUEER BT RRZE
i AR KEEER (skim) FEESS  HEWRRIREMMMISHEENMEER -
At AEESEIRAE—IE-E  WELASHER  thaEH/JEE (header)
IZHTE B ke 5% (bullet points or numbers) FIEE @ 5| 8B ERIEEZEM -

Use Professional Tone (EAE%ER)  AESEARNRBAGH - EHNESEREL
ERiERAEATE  BROEALBOE ‘[l:El’J{E (slang) -

HAMESERTERELXARE AMERNEE (formality) SHEE SR 1518 (context ) -
BRIAE - BN (status) BEMEEN  AREREL Y FENRESEXT
BRI LIEAILES - k5 - hEEZEEMHRNBRERR (familiarity) -~ FH - HRISK
o BRXBERNNAZESARBNER > TAEFEBHE (distant) ~ 9% -

-
3.
—
i)
=
s
=
%
i
=
4]
wn
wn
o
s

PRl 3 T A 234

BEBELEREAEERABNER Y  INREZEAER  ERAIEXRERE - ME#
SEEPRITERBIEE 552 (lively ) fU5E ’EM%% BREXSELEEHREFEME -
BEEEHREABRRBBWNE (efficiency) @ AFEHEOREE (colloquial ) » BEREHE
BR ' RMEEZGZBRIEXNNAFT -

THERBRIE Y BEFFERN ~ ERHENGT -

Informal JEIEZL Formal 1Ex{

» Hi, John, =& » #1% » Dear Mr. Smith: ®&ey . F Ak 4 -
*ltwasgreatto... * It was a pleasure to . ...

AEFa oo R AR e KB RFE

* I’d like to talk to you about. .. * | am writing in regards to . . .

R ALIRARIE e ﬁb:j;%{g A
*Canyoutellme...? * Please could you informme ... ?

TATEARIR - 2 BT WL A daeeeee ?
« Thanks for . .. #f#f- * | very much appreciate . . . #JF %R
* I’'m sorry to tell you that . . . * | regret to inform you that . . .

RIEEIRARR BRI E B0 e

* Bye! &R 1 * Yours sincerely, st -
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B ¥ E(S& M Example Business Letter

Deco Design Company
5723 Morgan Ave
Los Angeles, CA 90011

May 21, 2027

Jacob Blau
Blue Moon Consultants
155 E 29th St

New York, NY 10016
BHEEEEEREN AR

HEH mIFFER  Dear Mr. Blau:

& FItEHFRES

BEYAES 3HE —H Subject: May 20 board meeting summary

{EXE (subject) °

Thank you for attending our board meeting on May 20.

m¥EEEREMRIE —H For your records, here is a summary of the points

BITHEE » WHEWHBNE  discussed.

EEWNTEE Bkt

EMrEEEEMAEH ~H Goals for the next six months

SRR A - * Reach out to new markets in Mexico.
* Create an employee handbook.

» Continue to seek out government contracts.
HEEGENEEEE
fChk > HEtA#SERS LB Lessons learned during the past six months
Sk BEELIRE]EE 1. Allow more time for government bids.
Fo BEREBIE® 5 Have our finances checked before making any
L e government bids.
3. Provide training for staff in the newest design
software.

meEEaiERE —B Thank you again for your valued input. We hope

FREEEOMES - to have positive news to report to you at our next
#MREZFLXEBOAE  meeting.
RURRIA °

Sincerely,

Layla Kium

Layla Kim, President
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3 Well-Written Business Letters (ZfisifmEEE)

EREYE (globalized) ~ #fiift (digitalized) BRI @ BT EELUEBFE
HEEFRESNTE  BREAFEMEAEETHAL  EfmEfANETIHE
G REENZEESHMEEZMIENBEBEBEN (purpose) - ER{ER @ BRILTIAE » LIE
RISHFRERCINEERLERY -

H Know the Reader (TRBEEHR) ' /ESHBEFTRIITIR SEELRATHEHEREE
HE - LRI RAEERE - TFA - MRSEBLITHEA

oG EREH?
o HA BRI HIEH T RGEA T A -
o HE o RIEEHS (HoRBE PeisT~HwE BRE) ?

BHREEERHESRE MBESWURS  EFTEFAEEBEI/SNER  LLIERESR
EREE - FRELITEHER  EF 0 BEBEREIBUSE Mr. Jones REMRREZHENE
REZEAL  FAAIRRERAERNBIEEERNAT » 2% Mr. Jones SLRTHREER
BHES (BEM:EES(S suggestion letter - (522 B AZE Unit6) -

7

Dear Mr. Jones: QO EHHBEESS
A TRE  BEEBEEE
R DRBEREEITE

Thank hf t
ank you very mucn 1or your suggestuon R R S AL

about the service situation in our restaurant.
We very much @ appreciate the views of

people like yourself with many years of @ MBRSIFK -

experience in the service industry. We will EEEFE&%E'E%T&
- ' . WITE R EBREN
work on our staff training and @ hope you will (LA S R B SR

feel more satisfied the next time you visit us. BEES ) o

c
=]

=
—
2]
e
=
=
9]
5
%
£l
i3
-
—
®

0

]

o

=)
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Think Ahead (FEEHAEHENEMN) @ HAKBH SHEIEHNERUESHTEME -
FHEFEEESRBEGEENERLRMER -

BEEREERARE

o AR RAE T ?

o A THERAR?

cFW N THRRAEHVHATHESF?

o BT RMEILE SR ? T IASRIR 89 $4 56 By 4T 2

BE > BLAEEESHLRUALIEERE  FEE—MERAEAR  LRBYSEER
AIRE R HIRAIPT R EER] -

BEILLR, - F2ELTMEMEE - A= 0bd > BEERATNEE WHER2MKEET -
FENEHTHARERES THMEIIR IR - AMAGIKAZER R - B -

p
Dear Staff: O PHmREMEEE
EHEHMTR

O Attendance at our monthly meetings has been low FRE R -

recently. This is a friendly reminder that @ attending the © PiEEEEHE

monthly meeting is one of the major requirements in {7 3 5 40058 (= 4 =
this company. It is also important for attendees to be HBAD BERE
there on time. Otherwise, the flow of the meeting will FREEE L) S8R
be disrupted. Meetings begin at 9:30 a.m. on the first —
Monday of each month. © Please set a reminder in © ':'Fﬁf_ﬂ%;‘g-lcm
Al LLETT R B 58
| your calendars. =8 -

Answer Questions (EEBEENME) | TRTH AVMERE - FEGSPEEMINUE
% - mEZBBELARERE - ATEEBRER - flan

» We will refund the purchase price. We are very sorry for the inconvenience.
[ I

mEREFLIT REEHAR

Highlight Key Information (i#Bh#5#ERZEER) + ATEILRESEEREMN AT
& At OFERIREAEREDE - BERAZB TSN - BEER "MKy (pop) -
BB EEEIIER,

o HFAA M H M £ (section) 28, » RF R RAZ T RE FEF& K% -
s ABMFRFRKR D (fontsize) RBTABALYHMHRATNYERLE -

o AABMIHFRE (bulleted list) & E R S o 4o R3G LT A ATRIRT - SHLABLFAR -
10
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AIZELIMEHRE |

RERIRFHEY - government bids.

-
3.
. =
O B/ v=sans — | © Goals for the next six months o
G EE S8 - _® - Reach out to new markets in Mexico. :
|_ * Create an employee handbook. g
O {FHEEGYE * Continue to seek out government contracts. 'S
HFE &M IRGIH - E
Lessons learned during the past six months ]
N R EE T © 1. Allow more time for government bids. L
Eﬁéfﬁ;ﬂj]ﬁﬁi? 2. Have our finances checked before making any {E
&
=

3. Provide training for staff in the newest design software.

Be Clear and Correct (EBEBSREER) A7 EHE TE  HEHNSTHETE - B4 - ]
BEHESBRIBERERAE - Bo HEANNEREM AR - AL DI FE)EERERL A %
+ - D REwEHAA - EFIJ
o semweeses &
4

@ Active & €29 Passive &

» We received your order.
HAVLE BT R o

* We decided to . ..

» Your order was received.
B TE &L T -

* The decision was made to . ..

RV Feeeee A R T RAT
* | attempted to . .. * An attempt was made to . . .
ARG oo CH HERE
TEENRE AR EERT - EEEESTEHRAIE (critical) O - L - RIRTLEREL
wENFERELIME T R (neutral) HYRESR - BI2NAT LEBR LI AR EISIA) -
* You sent the package to the wrong address. (Active voice, critical tone.)
e QR F 2] T eh3rahibnt o« (FBIERE - FBERTHF)
* The package was sent to the wrong address. (Passive voice, neutral tone.)
ERFEP| T sh3rehbnt - (REERE  BRFMU)

Attend to Liability (B®E#HE) @ EOHREERESE K AHERHFEER @ BR
WEEARRBAERE LU  SEREALAERETRE - KERATXEBASIE - #A
AERARBEREBEFHERRE AL TEREANRR ZERE  BLBRHERATE=REES - 6
K WEIEHREEEZERT  DUBRERAEZS -

11
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Lesson 1 Exercises

The principles of composing a well-written business letter are listed on
the next page. Choose sentences from the following email to illustrate
each point. Discuss your answers with a partner.

From: mleblanc@beautypro.ca
To: cslee@beautybyching.com.tw

Subject: Speaker Invitation
Dear Ms. Lee,

As head of the Beauty Pro Conference organizing committee, | am writing

to invite you to be the keynote speaker at our 2027 event. We believe your
expertise and experience in Taiwan’s competitive health-and-beauty industry
will make your speech the high point of the conference.

About the event:

Beauty Pro Conference is Canada’s largest health-and-beauty conference.
The 2027 event will be held on March 13 in the Charles Ford Business Center
in Vancouver. It will be a full-day event, and we expect roughly 3,000 health-
and-beauty professionals to be in attendance.

We will provide:

We are pleased to be able to offer you a speaker’s fee of $2,000. We will also
organize and pay for your flights from Taiwan and your hotel in Vancouver.

What we require:

We would like you to prepare a 40-minute speech containing your thoughts
on how to succeed in a highly competitive beauty market. We would also like
to dedicate 20 minutes at the end of the speech to questions.

Please let us know by January 15 if you would be interested in accepting this
invitation. You can do so by replying directly to this email.

We very much look forward to hearing from you.
Kind regards,

Marie Le Blanc
Organizing Committee Head
Beauty Pro Conference

12
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