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随着经济全球化不断深化,对外贸易及商务迅猛发展,市场对国际贸易及商务的从业人

员需求旺盛。为了迎接市场挑战,在国际贸易及商务领域占据优势,我们不仅需要掌握国际

贸易知识及交流技能,还需要提高外贸英语写作沟通技能,才能事半功倍提高工作效率。这

门课主要是培养涉外商务活动中的写作交际技能,如果没有大量亲身参与实践,这些技能是

无法培养的。写作交际实践具有很强的灵活性、艺术性和权变性,这些是无法用传统说教方

式再现的。本书的写作初衷就是提供给大家一部融知识性、实用性、实操性于一体的实用教

材,涵盖国际贸易关键环节、书信特点、商业术语和外贸英语信例等,通过英汉双语加注、大量

例句及练习,方便读者学习、巩固、提高外贸商务英语书信交流能力,为能胜任未来职场而装

备自己。多年教学实践证明,本书既可以作为高校国际商贸相关专业的教材用书,也可以用

于培训及自学。
为了培养涉外商务英语专业人才、国际贸易专业人才和国际商务专业人才,满足市场对

其各个方面的需求,我们编写本书以培养学生通过外贸函电写作去处理实际商务问题的能

力。除了注重外贸英语信函的业务特色外,还突出了当今英语函电文字简明、风格自然亲和

的特点,更侧重于语言的运用技巧,以适应当今外贸业务发展的需要。本书突出教学内容的

实用性和针对性,结合我国外贸业务的实际,通过大量实例介绍国际商务书信的特点、格式和

结构,商业语汇以及有关外贸业务的英语表达方式和句型结构,并设置了许多练习以帮助读

者把基础英语技能和外贸英语知识有机地结合起来,使学生具备撰写国际商务英语书信的能

力,满足时代对有效地从事国际经贸信息沟通专门人才的需求。
本书的编写是我们编委的又一次尝试,是在体现商务英语专业、国际贸易专业和国际商

务专业这一职场大方向的职业教育要求中,为满足市场需求所做出的努力。本书的编写完全

按照应用型本科院校商务英语专业人才、国际贸易专业人才和国际商务专业人才培养的目标

建设运作,教材编写的理念、组织形式和运作方式等进行了一系列的更新和创新,以商务英语

专业人才、国际贸易专业人才和国际商务专业人才的培养目标为基准,借鉴国内外的先进教

学方法,结合教学实际,设计了系统的外贸函电写作实训体系,以情境教学引领、单元任务作

为基本逻辑框架,将职场交际理念与语言综合训练结合,每个写作实训任务都采用了目前流

行的、颇受学生欢迎的准环境下的仿真模拟训练。
本书内容对学生在商务环境下的职场交际能力和表达能力进行训练。书中附录包含大

量的商务交际活动中的交际语言和词汇,可使学生的模拟仿真实训能力进一步提升。



本书强调外贸英语函电专业语言的使用和能力培养,突出实训,强调外贸函电写作专业

知识和外贸语言的整体性及情境性,注重可操作性和模拟性。本书既可以作为独立的外贸英

语函电写作实训教材使用,也可作为相关国际商务专业的配套教材作用,适合应用型本科院

校和高职高专院校的学生学习,也适合所有想学习外贸英语函电写作的人群使用。
本书在编写过程中,参阅了目前已经出版的国内外优秀教材、专著和相关资料,引用了一

些有关的内容和研究成果,恕不一一详尽说明,仅在参考文献中列出,在此向有关作者致以衷

心的感谢! 限于作者水平有限,书中难免有错误和不妥之处,敬请各位读者不吝赐教!

编 者
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LearningObjectives

1.KnowthebasicknowledgeofbusinessEnglishletterwriting.

2.Masterthewritingprinciplesofbusinessletters.

3.Knowthebasicpartsofbusinessletters.

4.Befamiliarwiththeformatsofbusinesslettersandenvelopes.

Section1
FundamentalsofBusinessEnglishLetters

Althoughmanyofbusinessactivitiescanbehandledoverthephoneorinperson,busi-

nesslettersremainanindispensableandessentialpartofbusinesscommunicationsincethey

areoneofthebestwaystoensurethemessagereceivedaccurately.Businesslettersalso

playaveryimportantroleinthedevelopmentofgoodwillandfriendlytraderelationship.In

writingabusinessletter,therearecertainprinciplesforthewritertofollow,whichare

called“SevenC’s”.Theyare:Courtesy,Completeness,Conciseness,Clarity,Concrete-

ness,CorrectnessandConsideration.

1.Courtesy

Courtesyisnotmerelypoliteness,what’smore,truecourtesyneedstousetactfulone

andrespectfulexpressionstoshowthehonestattitude,thoughtfulappreciation,sincere

politeness,heartfelt respect and considerate understanding.It’s like a favorable

introductioncard,thecourteousexpressionwillmakeagoodimpressiononthecustomers

andmakethemfeelcomfortable,whichmaypromotetoestablishacooperativerelationship

withyourcustomers.

Promptnessisoneofthemostimportantthingsinbeingcourteous.Punctualitywill

pleaseyourcustomerswhohatewaitingforareplyfordays.

Avoidcourtesyblundersinyourletters.Discrepancyoftenoccursinbusiness,butit
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shouldbehandledandsettledwithdiplomacyandtactwithoutillwillonbothside.Never

showyourangerandimpatienceinabusinessletter,avoidsuspicion,accusationand

talkingdown.Neveruseirritating,offensiveandbelittlingstatements.

2.Completeness

Completenessmeansthatallthefactsthatthereceiversneedsforthereactionyou

desireshouldbecontainedinyourmessage.Itisessentialtocheckthemessagecarefully

beforeitissentouttoseethatallthemattersarediscussedandallthequestionsare

answered.Businesslettersshouldbeavoidincompleteness.

3.Conciseness

Concisenessmeanssayingthingsinthefewestwordswithoutsacrificingcompleteness

andcourtesy.Inbusinesscorrespondence,concisenessrepresentsincreasedeffectiveness

anddecreasedcosts.Toachieveconciseness,trytoavoidwordinessandredundancyand

keepthesentencesshort.Generally,clearnessandconcisenesscanbegainedbywriting

shortsentencesratherthanlongones.What’smore,carefulparagraphingcanmakeabus-

inesslettereasiertoread;so,itisagoodruletoconfineeachparagraphtoonlyonepoint

ortopic.

4.Clarity

Abusinessletteriseffectiveonlywhenitcommunicatesthenecessaryideastoitsread-

erswithclarity.Thefollowingguidelinecanbehelpfulforwritingbusinesslettersclearly:

useaccurate,simpleandstraight-forwardwords;presentdataintablesorgraphs;avoid

ambiguityanduseappropriatewordsincorrectsentencestructuretofullyconveythemes-

sagetoyourreaders.

5.Concreteness

Concretenessmeansbeingspecific,definite,andvividratherthanvagueandgeneral.

Concretenessisalwaysstressed,especiallyforletterscallingforaspecificreply,suchas

specificationsandcharactersofgoods,tradeterms,figuresandetc.So,youshoulduse

specificfactsandfigures,putactioninverbs,andchooseimage-buildingwordsinbusiness

letterwriting.

Forexample:“PleasesendyoursampletousbeforeSeptember12.”isbetterthan

“Pleasesendyoursampletousassoonaspossible.”

6.Correctness

Businesslettersmustbecorrect,otherwisetheymaycausegreatlosses.Correctness

refersnotonlytocorrectusageofgrammar,punctuationandspelling,butalsotoappro-
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priatetoneandaccuracyofinformation.Furthermore,weshouldneitheroverstatenor

understateinbusinessletters,becauseoverstatementmightthrowyouinanawkwardposi-

tionwhileunderstatementwouldleadtolessconfidenceandholduptradedevelopment.

7.Consideration

Whenwritingaletter,keepthereader’srequest,desires,needsandfeelingsin

mind,andtrytoputyourselfinherorhisposition.Yourlettersshouldhelptocreatea

goodimpressionandavoidleavingunfavorableimpressionoroffendingothers.Trytogive

theconsiderationtothereceivers’wishes,demands,interestsanddifficultiesbyadopting

theirviewpoint.Emphasizethe“You-attitude”ratherthanthe“We-attitude”inbusiness

correspondence,andyouwillfindthebestwaystoexpressyourbetterunderstandingsand

presentthemessages.

Forexample, “we-attitude”: “Weallowyou3%discountforcashpayment”;and

“you-attitude”:“Youearn3%discountforcashpayment”.

Section2
LayoutofBusinessEnglishLetters

Therearesevenbasicpartsinanordinarybusinessletter:

(1)letterhead;

(2)date;

(3)insidenameandaddress;

(4)salutation;

(5)thebodyoftheletter;

(6)complimentaryclose;

(7)signature.

Somelettersmaycontainoneormoreofthefollowing,whichdependsonthedifferent

situationofeachwritingrequirement:

(1)referencenumber;

(2)subjectline;

(3)referencenotation;

(4)enclosurenotation;

(5)carboncopynotation;
·3·



(6)postscript.

1.Letterhead (信头)

Letterheadsusuallyincludethe essentialinformation aboutthe writer:name,

address,zip-code,telephone number,telex number,and e-mailaddress,etc.The

writingoftheaddressshouldbestressedasitistotallydifferentfromChineseones.The

numberandthestreetshouldbeputatthebeginningwhilethecityandcountrybeputat

theend.Usually,letterheadisprintedintheup-centerorattheleftmarginofaletter.

BlycoTextileCo.Ltd.

P.O.Box625,Lagos

Nigeria

Tel:2341-2531457 Fax:2341-3254767 E-mail:btcl@hotmail.com

2.Date(日期)

Asforthedate,itisusuallyputoneortwolinesundertheletterheadontherightor

theleftmarginforthepurposeoffilingorchecking.Thedateshouldbewrittenortypedin

full,anditisusuallyshowedintheorderofmonth/day/year(Americaform),orday/

month/year(Britishform).Simplewaysofwritingare:March4,2019/March4th,

2019/4thMarch,2019/4March,2019.Avoidusing“4/3/19”or“2019.3.4”.

3.InsideNameandAddress(封内名称及地址)

Theinsideaddressconsistsofthenameandaddressofthereceiver.Thepreferredposi-

tionfortheinsideaddressistheleftmarginatleastoneortwolinesbelowthedate.

Ifthereceiverisacompany,theinsideaddressincludesonlythecompanynameand

theaddress.Ifitistoaperson,useeitheracourtesytitle(Mr.,Mrs.,Miss.,orMs.),

oraprofessionaltitle(Dr.,orProf.).Thetitleofhisorherpositionwithintheorganiza-

tionmaybeincludedeitherimmediatelyaftertheperson’snameoronthelinebelowthe

name.Forexample:

MsSarahDavis,SalesManager

TPTMachineCorp.

362DeedsStreet

DoverOhio99231

U.S.A

MsSarahDavis    

SalesManager

TPTMachineCorp.

362DeedsStreet

DoverOhio99231

U.S.A

Iftheletterisaddressestothecompanybutdirectedtotheattentionofanindividual,

taketheformof“ATTN”(attention;fortheattentionof).Forexample:
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GrandEngineeringCo.Ltd.

126DukeStreet

LondonN.W.2

England

ATTN:Mr.TomBrown,GeneralManager 

4.Salutation (称呼)

Thesalutationisthecomplimentarygreetingwithwhichthewriteropenshisletter.

Theparticularformuseddependsuponthewriter’srelationshipwithhiscorrespondent.

Thecustomaryformalgreetinginabusinessletteris“DearSirs” “DearMadams” “Dear

Ms.”“Gentlemen”oranofficialtitlelike“President”or“Doctor”,etc.Ifthewriterisnot

surewhethertheletterwillbereadbyamanorawoman,“DearMadamorSir”canalsobe

used.Ifthereceiverisknowntothewriterpersonally,alessformalgreetingisused:

“DearMr....”“DearMs....”or“DearDr....”.

Thesalutationalwaysappearsonalinebyitself,conventionallyoneortwolinesbelow

theinsidenameandaddress,andfollowedbyacommaoracolon.

5.BodyoftheLetter(正文)

Thebodyofaletteristhepartinwhichthewriterexpresseshisidea,opinionor

requirements,etc.Itbeginsoneortwolinesbelowthesalutation (orthesubjectline),

anditisusuallydividedintothreeparts:opening,bodyandclosing.Openingistogivethe

reasonofwriting,bodyistospecifythewriter’srequirementsandwisheswhileclosingis

toexpressthanksorhopes.Itdeservesspecialattentionnomatterhowbriefitmaybe.

Itisadvisabletobeartheabove-mentionedprinciplesof“SevenC’s”inmindwhen

writingthispart.Firstly,writeclearly,simply,grammatically,courteouslyandtothe

point.Then,paragraphcorrectly,confiningeachparagraphintoonetopic.Lastly,make

surethetypingisaccurateandthedisplayartistic.Lineswithinaparagraphshouldbe

single-spaced,withdouble-spacingbetweenparagraphs,beforeandafterthesalutation,

andbeforethecomplimentaryclose.

6.ComplimentaryClose(结尾敬语)

Thecomplimentarycloseisapolitewayofendingaletter.Itisplacedtwolinesbelow

theclosingparagraph.Thecorrectpunctuationforitisacommaandonlytheinitialletterin

thefirstwordiscapitalized.Therearemanydifferentcomplimentaryclosesthatshows

respect,butitshouldmatchtheformofthesalutation.
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Salutation ComplimentaryClose

Formal

DearSir(s),DearMadam (s),

Gentlemen,

Towhomitmayconcern,

Yoursfaithfully,

Faithfullyyours,

Yourstruly,

Trulyyours,

Yoursrespectfully,

Lessformal

DearMr.Brown,

DearMs.Judy,

DearDr.Michael,

Yourssincerely,

Sincerelyyours,

Cordiallyyours,

Informal
DearMary,

DearJoy,

Sincerely,

Cordially,

Bestregards,

Takecare

7.Signature(签名)

Thesignatureisthesignednameorsealofthewriter.Itisgenerallyputtwolinesbe-

lowthecomplimentaryclose.Itshouldbesignedbyhandandinink.Unsignedlettershave

noauthorityandasignatureinpencilorcrayonisrudetothereceiveroftheletter.Under

thehandwrittensignature,thesigner’snameandhisorherpositionareusuallytyped,

sincemanyhand-writtensignaturesareillegible.

Yoursfaithfully,

(signature)

TomBrown

Salesmanager

Optionalpartsofabusinessletter:

8.ReferenceNumber(参考号)

Thereferencenumberenablesrepliestobelinkedwithearliercorrespondenceanden-

suresthattheyreachtherightpersonordepartmentwithoutdelay.Itmaybeanorder

number,aL/Cnumber,afilenumber,aninvoicenumber,ordepartmentcode.“Re”or

“Ref”isthemostcommonabbreviations.

Thereferenceissometimesmarkedwith“OurRef.”or“YourRef.”toavoidconfusion.
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Itisoftenput,oneortwolinesbelowtheletterhead,ontheleftmargin.

9.SubjectLine(事由/主题行)

Thesubjectlineisusedtoinviteattentiontothetopicoftheletter.Itisofteninserted

betweenthesalutationandthebodyoftheletter,eitherbeginningattheleftmarginorthe

center,dependingonthestyleoftheletter.Itisnormallyheadedbyawordlike“Sub”or

“Re”.Itmaybetypedeitherallincapitallettersorinupper-and-lower-caselettersand

underlined.Forexample:

Re:ColorTV

Subject:ColorTV

Sub:DELAYOFDELIVERY

10.ReferenceNotation (经办人代号)

Thereferencenotationisusedtoindicatetheinitialsofthepersonwhodictatesthelet-

terinuppercasecharactersandtheinitialsofthepersonwhotypestheletterinlowercase

characterswhenthedictator’snameisnottypedinthesignaturearea.Theseinitials

identifythewriterandthetypistoftheletter.Thefollowingexamplesareacceptableforms

ofreferencenotations:

TB:sc  TB/sc

[“TB”aretheinitialsofTonyBrown (thedictator); “sc”areSophiaClinton (the

typist)]

11.EnclosureNotation (附件)

Theenclosurenotationisusedtoremindthatthenecessaryenclosuresareattached

withtheletterandtoalerttherecipienttorefertothematerial.Suchdocumentsascata-

logues,pricelists,brochures,proformainvoices,copiesoffax,order,etc.,areoften

attachedtotheletterasenclosures.Themarkingmaybeinanyofthefollowingways:

Enclosure:PriceList

Encl.2invoices

Enc.1Catalogue

Encls:asstated

Attachments:PackingList

WeightMemo

12.CarbonCopyNotation (抄送)

Ifthecopiesoftheletteraresenttoathirdparty,carboncopyneedstobeused.It

showsthattheletterhasbeensenttosomeonerelevant.Itisusualtoindicatethisbytyping
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“CC”or“cc”followedbythenameoftherecipientofthecopy.Forexample:

CC:JohnAnderson

cc:Mr.Wilson

13.Postscript(附言)

Generally,apostscriptisusedtoemphasizeapointtowhichthewriterwantstodraw

thereader’sattention.Ifthewriterwishestoaddfurtherinformation,heorshemayalso

typetheafter-thoughtasapostscript.Trytoavoidtheuseofthiskindofpostscripts,since

itmaysuggestthewriterfailstoplanhisletterwellbeforehewritesit.Sometimes,the

writermayputahandwrittenpostscripttotheletterforthepurposeofaddingapersonal

touchtothetypewrittenletter.Theword“Postscript”isalwaysabbreviatedas“PS”or

“P.S.”.Forexample:

PS:Besuretoplaceyourordersoon.

P.S.:Thesampleswillbemailedtoyoutomorrow.

Section3
FormatsofBusinessEnglishLetters

Basically,therearethreemainpatternsoflayoutforbusinessletters:theindented

form,thefullblockformandthemodifiedblockform.

1.TheIndentedForm

1.Letterhead

        

        

2.ReferenceNumber

3.Date

4.InsideNameandAddress
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5.Salutation

6.SubjectLine

7.Body

    

    .

    

    .

8.ComplimentaryClose

9.Signature

        

10.ReferenceNotation

11.EncloseNotation

12.CarbonCopyNotation

13.Postscript

2.TheFullBlockForm

1.Letterhead

        

        

2.ReferenceNumber

3.Date
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4.InsideNameandAddress

        

        

5.Salutation

6.SubjectLine

7.Body

    

    .

    

    .

8.ComplimentaryClose

9.Signature

        

10.ReferenceNotation

11.EncloseNotation

12.CarbonCopyNotation

13.Postscript

3.TheModifiedBlockForm

1.Letterhead
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2.ReferenceNumber

3.Date

4.InsideNameandAddress

        

        

        

5.Salutation

6.SubjectLine

7.Body

    

    .

    

    .

8.ComplimentaryClose

9.Signature

        

10.ReferenceNotation

11.EncloseNotation

12.CarbonCopyNotation

13.Postscript
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Section4
EnvelopAddressing

Businessenvelopesordinarilyhavethereturnaddressprintedintheupperleftcorner.

Thereceiver’snameandaddressshouldbetypedabouthalfwaydowntheenvelope.The

postmarkorstampsshouldbeplacedintheupright-handcorner,whilethebottomleft-

handcornerisforpostnotationssuchas“Confidential”“Secret”“Urgent”“Registered”

“ViaAirMail”,etc.

Thefollowingisatypicalenvelope.

ShanghaiForeignTradingCorp.              (Stamp)

212NanjingRoad,Shanghai

P.R.China

200002

OverseasTradingCo.

123MarketStreet

London,E.C.3

England

Registered

Section5
PracticalTraining

Task1.PutthefollowingfromEnglishintoChineseorviceversa.

(1)courtesy;

(2)insidenameandaddress;

(3)complimentaryclose;

(4)signature;

(5)conciseness;

(6)carboncopynotation;

(7)完整;
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(8)清楚;

(9)附件;

(10)称呼;

(11)附言;

(12)具体。

Task2.Arrangethefollowinginformationintoabusinessletterofindentedstyle.

(1)Sender’sname:ZhangLiang,fromGrandIndustrialProductsImport&Export

Corp.

(2)Sender’saddress:32ChunhuiRoad,TianheDistrict,Gangzhou,510507,Chi-

na.

(3)Sender’stelephone:0086-020-85238880.

(4)Sender’sfaxnumber:0086-020-85238881.

(5)Sender’se-mailaddress:gipre@163.com.

(6)Receiver’sname:WilsonCompany,Limited.

(7)Receiver’saddress:212LombartStreet,Lagos,Nigeria.

(8)Date:January12,2019.

(9)Subject:SewingMachine.

(10)Themessage:

WethankyouforyourletterofJanuary8,2019,enquiringforthecaptionedgoods.

TheenclosedbookletcontainsdetailsofallourSewingMachinesandwillenableyouto

makeasuitableselection.

Welookforwardtoreceivingyourspecificenquiringwithkeeninterest.
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Task3.Addressanenvelopetotheaboveletter.

Section6
SupplementKnowledge

外贸英语函电写作技巧

外贸英语函电具有语言规范化、内容简明化、态度礼貌化、格式规范化等特点。一方

面,其用词、造句、语法、拼写和标点符号的使用要规范并合乎习惯,同时,其内容要生

动、具体和明确,用尽可能少的文字完整、清楚地表达需要表明的意思,不能让收信人看

后产生误解。另一方面,写信人应有理有节、注意礼貌,不能盛气凌人,要避免命令式和

粗鲁的语气,同时也要做到不卑不亢、得体脱俗,既尊重国际贸易的习惯,又维护本国和

公司的利益。此外,外贸函电具有其独特的格式、惯用的商务词汇及缩写、固定的句式,

形成了独特的函电文体,具有强烈的商业色彩。其语言形式、语言规范等都必须为具体的

业务服务,用词用语约定俗成,符合国际惯例,为世界各国商务人员所公认与接受。

我们在书写外贸英语函电时,一定要把握好外贸函电的特点规律,遵循外贸英语函电

的写作原则,这样才能书写出有效的外贸英语函电,达到促进交易顺利进行的目的。

在外贸英语函电写作过程中,态度和语法是决定其是否成功的重要因素。在态度方面,

要注意,除了要一直保持真诚、友善、自然之外,还要牢记五大要诀:

(1)迎合对方兴趣,兼顾彼此需要。

(2)强调正面要点,淡化负面影响。

(3)切勿言语讽刺,更忌颐指气使。

(4)倚重事实真相,力求冷静客观。
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(5)主题前后一致,莫因情绪扭曲。

语法和行文方面则要注意四大要点:

(1)语气主动最自然,切莫消极又被动。

(2)沉闷短语宜少用,免至迂腐且拘泥。

(3)措辞古涩难沟通,行文浅白易答复。

(4)要凭真意好发问,难却挚诚当回应。
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