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On English letter writing in international engineering management

Xinyu Zhu!, Xing Li**
School of Foreign Languages, East China Jiaotong University, Nanchang, Jiangxi

[Abstract] English letter writing plays a crucial role in international engineering management. This article provides a
detailed analysis of the structure, writing principles, and common issues of English letter writing for international engineering
management, aiming to help personnel engaged in international engineering management master writing techniques of a
standardized letter. In structure, these letters include elements such as letterhead, reference number, date, addressee, addresser,
salutation, subject, body of the letter, complementary close, and signature. In terms of writing principles, these letters should
at least meet the requirements of being " Short, Clear, and To the point ", that is, the letter should be short in length, clear in
narration, and closely focused on the key points of one thing. In addition, in practical writing, there are some common problems,
including incorrect use of modal verbs, vague expression, impolite tone, complex sentence structures, and colloquial
expression. At last, this article points out that writing a good English letter for international project management requires not
only the mastery of the structure and writing principles, but also the knowledge learning of various disciplines.

[Keywords] International engineering management; English letter writing; Letter structure; Writing principles
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PN G, PR T OF SR E bR TARE B UE RIS
PEHETT

1 SR

HRESRCAE R AESS I EAZEECR, P OCE R — R e
S BRES [MEE. IESC. glaiiE . B AR H AR,
M52 3CA5 PR 145 Sk (Letterhead) « 2% "5 (Reference
No.). HH(Date). 117 A (Addressee) K15 A\ (Addresser)-
FRiE(Salutation). #ri%(Subject). {544 1E 3 (Body of the
letter) 45 FE A1 (Complementary close) 12544 (Signature)
o PLF RS BRI ARG IR TR A 21

1.1 123k (Letterhead)

ARG B ERFER E—REEEEL, (HEE
L BRI 2 A AR A BB 3 &, AR 4
HIAEH 2Bk . AL E Rk In &, a1
A GRS . BSOS E 7 It AR
BAE G5 BT SR R o, (BT A R s, — M dE %
NGB NS S A H S [ bR TR
B RE k—RAE REAN AR AFR. br& . Hidik,
Ik R LTS A B IS R . BRIz 4b, ATREIE AL
T H AN EARREEA .

China National Cereals,
8 Jianguomen Nei Dajie,
Tel: (010) 123-4567, Fax:
Email: info@example. com
Date: October 15, 2024

Our Ref. :
Your Ref. :

COFCO/INQ/20241015

&1

1.4 4z A (Addressee)

a7 41 NG RN, AER—RA%
77T H #2803 Cauthorized representative) HI#E 4 5 H
HR%S .

1.5 XA (Addresser)

FRULH B S s S i OB ERIN, BE%
5 k.

1.6 #i% (Salutation)

TESCAE bR R LRI A “ Dear Sir” B¢ “ Dear
Sirs” o FITEXS 77 Lk [RE, ] H “Dear Mr./Ms.+ [
IXFE PRI

1.7 474 (Subject)

—RARI GRS, 8 e A 4k

1.2 %% %5 (Reference No.)
FEIERARIIISCE R, v 1T B HALEERE
fE, BT RS G ER I NSRS . ElE A
#i“Your Ref.” (BT [NZH4i5) F“Our Ref.” (FKJT
MZFEHT) o W: {BE 24 “China National
Cereals, Oils & Foodstuffs Imp & Exp Corp.” (COFCO)
(123w IEAE 5 — W AE 4N RS “Louis Dreyfus
Company”(LDC)/E R & 1ES H . COFCO 7£ 2024 4
10 3 15 HE KRR EK Z ik A m], W R E 7 i 1Y)
VRIS SARAY . ailE 1 FTR, Our Ref:
COFCO/INQ/20241015 #& COFCO /A 7] A i) ¥ & [
Wi Z#%4% 5, COFCO Al China National
Cereals, Oils & Foodstuffs Imp & Exp Corp.HI14i 5,
INQ RN (Inquiry) FIZECHFK, 20241015 N{EH
IRGEH . TEERRZ, 8% 5 Bk ]
eI AT X EAT MV AN RN T A B 22 57

1.3 B#1 (Date)

bR CARAE B ) H AL B 5 8 (5 e AR — B
WAL T2 WS 0 EJ7 (SR T , RUME R AGE R H
W, FRITEAS H, W 14 October, 2024; FERS
PR B, FEMEZEINE S, mE 1 R,
BRI A, HALTEGEE R R ZEER Tk, @

0ils & Foodstuffs Imp & Exp Corp.
Beijing 10005
(010) 123-4568

HE, NAERIFFEUIPRE, #HlE/\ M LLN . B A
A DB I ] S S R R AR TS R R A, R ALK
FEANEE.

1.8 12 #.E L (Body of the letter)

Tl RAE S R R IE AR E R, 1ESCHD
FE A% oy o [ B TR AF oR AT SCEAE A R
BT R0, RS R Y A I R — TR

1.9 % E#% (Complementary close)

PRk IE 2145 B4 Yours sincerely, Yours truly 25,
AR R ¥ IE X 25 G H Best regards,
Kindest regards % .

1.10 244 (Signature)

FEl B A2 BRAS bR I 25 44 35 N R & [R) b 407 T
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IR 2 N (authorized signatory). P44 N oA 1E 2
BT NIRER 4, WA TR, 240 L2
IERTR T N T2E4 .

UEAN, WA B T EAS BR 2 T FAAREH, LS
# Enclosure 1 Attachment,5¢ 455 £, 41 Encl. 5%,
Enc.. WIRMAFALE—4r, WAEHEZ LA, W
Enclosures Fl Attachments.

2 SERM

JEC T 4515 R ) B 5 JE U AR BT “3C JE -
7% (Conciseness) « jii 2% (Clarity) + L3 (Courtesy) ,
Ca R EBNIAER “7C RN &G
154 (Clarity) « 43 (Courtesy)  #Effi (Correctness) «
HA& (Concreteness) - 56% (Completeness) . K%

(Consideration) , HEFZEHEH T “8CJEN], HY

£ “7C JR N RS Foin FAE R (Credit) 1X— . 2
EF WA, £ E R TREEHES, kAR TESE R 2D N
ZakE] “%6. . E”  (Short, Clear, and To the point)
FRIEESR . “Jd 7, B 44 JE SR A5 BRI R 7 TR 225 - Anthony
Mitchell ¥ 7EHCF A Primer for Business Rhetoric H

(Conciseness) -

R SR RSP ST 55 DGR 15 B — SBUAN R 250 3]

WIE 24 A RS ZR IR 7 55 RIA 2 T [ B TR BAE IR
Ve SRR 5 M s L AR K. BRI
FERENS T (RO AT A IA], $EmVAIERCR . “M”, &
VG RBUR BG4, ZALXI 7 7870 1 T S . 7
G54 BRAAN[A] 5 TS I 0 AR AR B8, i AT AR 9
9 H HIVE o 72 bR AR H A, {5 B A iR 2% H e 2
R ) R PR L. B, BRI R A B R
NE R, ARSI, DU RE R [H bR
R RS PR N R — B — SR, R

B — B R AN 2 R 8 — R E K F B R IT I

ok, WfE NERENS SIS M . HERHL B S (5 A
R o A — B B T 2 A B, AR T
BEAE S A A2 TR V8, 28 TS T PR R A8 o T
WREHF“—pR— 7, MUBE LIS NBCSRIGREH] T,
WAL EE N B AL R TR E .

3 BREE

3.1 WAFEME A

5 (1) : However, in order to settle this problem, the

LR S

Owner shall not charge the contractor for the additional
pipes supplied by the Owner to replace the damage pipes.
The Contractor will be responsible for any other losses

caused by the accident.

R RH Rk E W FE (Owner) 5 %4 KGR

(Contractor) [F{FE K, HARMIEEMWIR: AR TR
H i, P KEEE E R A E BN, BT AR R
PRI A AT AME T2 i B AAS T 450 ) S D9 e )b
FHATREME . RESFRPAERT AP Z= 1 %
Tk, HETEER ™ EGK R HEIREE N5
AL, M X AR RIS T U A TR R
N[ S s= 8 e = LT o o s B o 2 (B S T = R Sl )
HAbH R N AR B 5t 7EE bR TS B Ew T,
“shall” fE TG AR 2 H ML, T HUE & [R5 M
JEATI S5 AEE ST, WA TR, m “will”
A DA R R B BRI o AR will " BT IR,
{HT] AR B — 7 0 T & F R . Bl (1) pAa)
(¥ shall A1 will #JAAEME AR, B 56, “the Owner
shall not charge...” —#], MV Ao in) B & 1E 1)
D22 e B P R LB R i, R AR ARSI S T
) JE AT BN B o R, BE 6] shall” R gSCA will 7
M 7E “The Contractor will be responsible...” — ]/ [l &
N AR S AR B JEAT S 1R, ARAH R TE 2 A
. Bk, dha)dhi) “will” RiZy “shall” .

3.2 RABEMRF

] (2) : They will start their job in few days and be
working on transmission line at the project site over the
coming months.

1 (3) : Please send the document to us as soon as
possible according to your convenience.

I 2O T ORI R IR, W1 in few days”
F1“over the coming months” . 7F [ iR T.F2 8 HL{E R
L3R RN REAAE G BAR T 122 R, 5
Bl RIS TR AN DR, 7 IUUANEL £ B2 {5 Bg ) 7™ 128
PEFIE P, 4 2 B TR A1 I H it f s 491 (3D
WAFAESAA R, A W] “the document” A
RN B AR, AR 5 51EWUE AR R . [FFE 3,
P o BRI, N R AT BRI, AR
FHL A “the issue” REAR. Hhoh, BB RR,
U1 “some time” « “maybe” . “perhaps” ZE R/ .

33 BAMRALY

% (4) : We have repeatedly told you that you must
finish the project at the end of the month.

FE B TARE BG5S A 2 1 ]
W, SR EE . ATHGECE AN E RS, X7
FEAERE BB, BRI AR R, Bk

(4) ) “repeatedly” F1 “must” . 0% 515 NAEE
Tk, LR ) e s a1 (4D
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RAEE, R

TR I B TR FE (5 R S A

AN “Please kindly know that you have to finish the
project at the end of month.”8}, “You are kindly reminded
that you have to finish the project at the end of month.” .
WAEEHER L, Eir TSGR H— SRR B
()RR AR B o ORI X —FF 5, 191 (4)
AT A “We shall be gratefully if you can finish the project
at the end of the month.”. {HZ 415 ¥5 K 2 & 77 HIAZ O
Ik, B KRB TR TR, KZWimT 5EE A n] Al
AT - EEANEAL BRI 15 e, — 2277 1R
H, Eathesl; EU R, FEE W, B

SR I AR, FEH T AR, 7
34 X TH

%1 (5) The project which is currently in progress and
has been facing several challenges and difficulties that
have arisen due to unforeseen circumstances and factors

that were not anticipated at the outset requires immediate

attention and action.

Bl (4> thEga) T, R TR AR
EtiE, RIEAETFHERE, WE NG AT Be o ki 2 i
SEANEE. Eir TREEHEGERIES 2 W™, —
H 4%, 1 (4) AIfiifky “The ongoing project, facing

unforeseen challenges and difficulties, requires immediate

attention and action.”,
3.5 Rk viE
%1 (6) : We wanna to inform you that...
#51 (7) We are glad to inform you that...

[ bR TR S it FE L 1B, TP AS
BB . ] (6) AfF) (7) H “wanna” Al “be
glad to” IXFEECN BRI, AdEEIERKRE %
R, Bl (o) A (7) A4S0 “We would
like to inform you that...” F1 “ We have pleasure in
informing/are pleased to inform you that...” , XFEAY
W E HIES, IR EMZE AL . A, E bR LA E
HRAE bR AR F 4 R A A A AL EE K, TR —— %%

B
4 &g

N

R RS AR S A 75 T HE 3R, 38 N 24 3E 3 2 7 T Y

RIS 2] o AR E R EEAA —E =2 “HEaH7 A

A

B — 775 1 B B S — A b U TR RO B iR

Benih Ko SEERZR Y, 5 — 7 T EH A BB R M B
AR B V2 L it DA S AR 47 ) B b A 7K Y o B 20 [ B T

FEE
2

Ek=

(3]

HRAE B B A5 A 5 AR SR R L R FUEAT 0T s A
ig2e WS EH bR TR BN G, JUHE FIDIC &
iU NIAPI 5/ Sa s = E R U R

S5 3CH

SRR, T ARG AT E b TR H B EAR N S T
FE[I].H R %2,2010(01).

55 0. S 4545 o S AR B SR ) K FLERER [T R Ak R,
2015,(24): 269-271.

ke K 1T 2 [ b T AR B G S0 E bR S AR M AR R
FEl 40 Tl B 4d:,2001.

Mitchell. A.A Primer for Business Rhetoric [R/OL]. (2005)
[2024-10-21]. http :// crmbuyer. com/ story/ 39361. html.
TR 55 SIS R IS A i 1018 R R R
[14 K ZiH,2017,(16): 49.

fL42 E b TSI R 5 RS S R R BT[]
22PN AT B K 25 254),2013,32(05):166-170.

BB TR [ PR 45 DOEE F SR IM] AL R A
G 5A 5 K2 Rk, 2007.

A AR, 5K 7K . 18 8 b T AR BN A4 3 2R 58555 (7).
[ bR T2 5974%,2016,(03):68-71.

XL AL S I U7 3 SC RS 454 R b 10 2 [3]. AR 3
TE,2021,(21):124-126.

T E A% B b TR B (835 0] KRB K % SRtk
2122 10),2002,(04):358-361....
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