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LINIT ONE

l. Business Letters

Business letters are letters written between one firm and another to
convey and exchange information, news, ideas or opinions. But a
business letter is effective only if it reflects in the mind of receiver a
true image of the thought conveyed by the writer.

Of all composition styles, letter-writing is probably the freest and
the most agreeable. When one is asked to write a composition on a given
subject one may be at pains to find out something to say. It is not so
with letter-writing, which is actually a piece of conversation in written
form. One would not write a letter unless one had something to say, and
the nearer what one has to say approaches the level of good
conversation, the better the letter is likely to be. The test for a good letter
is to ask oneself whether the message could be read over the phone and
still sound natural. If it could, then the letter is probably a good one.

Of course, what one writes' should be- free from grammatical
mistakes and also free from the possibility of being misunderstood.
There are certain essential qualities of business letters which should be
kept, i.e. neatness, simplicity, conciseness, directness and courtesy.

1iB> 1) The layout of business letters

Although the formality in business letter-writing is not stereotyped,
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it still follows a set pattern determined by custom and practices. It is
better to follow established practice, because it provides a_standard to
which the business world has become accustomed and both writers and
recipients could save time and avoid confusion. _

Nowadays there are two styles used when laying out business
letters, i.e, block style and semi-block style (modified block style).

Block style is one in which all lines begin at the same point, that
is, against the left-hand margin, as indicated in Figure 1.

Semi-block (modified block) style is set out as in Figure II —
basically, the date, the.complimentary close and signature are typed from
the middle of the typing line and the first line of each paragraph is
usually indented.

In modern business letter-writing, we have two wayé of punctuating
letters. One is called Open Punctuation Pattern and the other called
Mixed Punctuation Pattern.

Open punctuation pattern is often used in the interests of economy
and speed. While the body of the letter is punctuated as normal, the
other parts of the letter are left unpunctuated (See Figure I).

Mixed punctuation pattern is one in which the body, the salutation
and the complimentar.y close are punctuated, while the other parts of the
letter are left unpunctuated (See Figure II).

Figure | Block style with open punctuation pattern

Allied Signal China Inc.
No. 8, Niu Dun Lu, Zhangjiang Hi-tech Park
. Shanghai, .P. R. China
(1) The letter head

Tel: (86-21) 58554020
-Telex: 33053 ALLAL CN
Fax’ (86-21) 58554030
http://www.allied.com.cn




(2) The date and
reference

(3) The inside name
and address

(1)* The attention line

(4) The salutation

(2)* Thé subject

(5) The body

L sending you, enclosed, the notes to them.

January 10, 2007

Your ref: Gh/8721
Our ref: Hp-A1234

San Chang Co. Ltd.

No. 62 Pierrepont Street
Brooklyn, New York 11201
US.A.

Attn: Mr. Judith Barbnel*

"Dear Sirs

The Format of a Business Letter*

This is to inform you the format of an
ordinary business letter that is nowadays
widely used.

Letters with all the parts beginning at the
left margin .are written in block style. This
style saves typing time since the typist
doesn’t have to use the rabulator in setting
up the letter. . ’
-The block style usually uses the open
punctuation pattern in which the body of
the letter is punctuated as normal, while the
other parts of the letter are Ileft
unpunctuated. The number of blank lines
between the dateline, reference, inside name
and address, attention and salutation may
vary between two to six lines depending on
the length of the letter.

The complimentary close may be put two
lines under the last line of body. At least
four lines are left for the- signature. The
secretary’s initials and other end notes
follow two lines below the signature.

The parts with * are all optional. The use
of them depends on necessity.

To give you a general idea of the writing of
each part of a business letter, we are now

o
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(8) The complimentary Yours faithfully
close Allied Signal China Inc.

(7) The signature ————{

(3)* The reference initia(SE—E

(4)* The enclosure(s) [

notation

(5)* The carbon copy l:

notation

(6)* The postscript

ndence and Contracts

David Gilmore
Manager

DG: cw

Encl*: Notes to the writing of each
part of a business letter.

CC: Mrs Nancy Fells

P. S.*: The use of the parts with *
depends on necessity.

Figure Il Semi-block style with mixed punctuation pattern

—

(1) The letter head

(2) The date and
reference

(3). The inside name
and address

— Allied Signal China Inc,
No. 8, Niu Dun Lu, Zhangjiang Hi-tech Park
Shanghai, P. R. China
Tel: (86-21) 58554020
Telex: 33053 ALLAL CN

Fax: (86-21) 58554030
L__  http:///www.allied.com.cn

—  January 10, 2007

Your ref: Gh/8721
L Our ref: Hp-A1234

San Chang Co. Ltd. -

No. 62 Pierrepont Street
Brooklyn, New York 11201
U.S.A.

(1)* The-attention line ——{: Attn; Mr. Judith Barbnel

by




(4) The salutation

(2)* The subiect

s
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(5) The body

(6) The complimentary
close

(7) The signature

(3)" The reference
initials

(4)* The enclosure
(s) notation

(5)* The carbon copy |
notation

(8)} The postscript

I

!

LLLL

Dear Sirs,

THE FORMAT OF A BUSINESS LETTER®

This is to inform you the format of an ordinary
business letter that is nowadays widely used.
The semi-block (modified block) style is a
variation of block style, in which the typist
changes only the position of the date line,
the complimentary closing, and the
signature. All these parts usually start at the
center of the page. However, the date may
be aligned to end at the right margin, and
the subject line may be centered or
indented five spaces.

The opening line of each paragraph can be
both blocked or indented five to ten spaces.
Mixed punctuation pattern is often used in
this form. Thus, a colon or comma appears
at the end of the addressee’s name in the
salutation, and a comma is used after the

. complimentary close.

Spacing is also designed to give the letter a,
balanced look on the page.

The parts with * are all optional. The use
of them depends on necessity.

To give you a general idea of the writing of
each part of a business letter, we are now
sending you, enclosed, the notes to them.

Yours faithfully,
Allied Signal China Inc.

David Gilmére
Manager

DG/cw

Encl.*: Notes to the writing of each part
of a business letter.

CC: Mr. Francine Dollar

P. 5.*: The use of the parts with *
depends on necessity.
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An ordinary business letter consists of seven main parts, i.e.
(1) the letter head,

{2) the date and the reference,

(3) the inside name and address,

(4) the salutation,

(5) the body,

(6) the complimentary close, and

(7) the writer’s signature.

(1) The letter head includes the sender’s (a company’s) name,
address, and telephone, telex and fax numbers and nowadays
the website. or e-mail address. It is usually printed at the head-
of the sheet. _ :

(2) The date may be typed in the order of day-month-year (British
way) or month-day-year (American way) and can be typed
above or below the reference line or, sometimes, from the
middle of the same line as the reference in the case of semi-
block style used. As a general rule the date is never
abbreviated, because this may cause confusion. For the day,
both cardinal and ordinal numbers 'can. be used.

The reference helps in filing and quick reco;gnition for both the
sender’s and the receiver’s company. If the letter is one of a

" series, “Our ref” and “Your ref” will be printed on the paper
and the typist has simply to type in required information.

(3) The inside name and address is the repetition of the recipient’s
name and address.that you put on the envelope.

(4) The salutation is the greeting with which every letter begins. It
may be personal, when the addressee is known to the writer by
name, e.g.
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Used for informal business letters —

e implies a personal friendship.

Dear Jane

Dear Mr. Smith

Dear Miss Shapiro Used in routine business
correspondence addressed to
one or several individuals

— formal and cordial.

Dear Mrs. Gilmore

Dear Ms. Anthony

Dear Ms. Shapiro and Mrs. Gilmore
Dear Messrs. Chambers and Smith

or impersonal, when the addressee is not known to the writer by name, e.g.

T

Used in formal business correspondence
addressed to one whose name or gender
is not known by the writer.

Dear Sir
Dear Madam
Dear Sir or Madam

Dear Sirs . : :
5 Used in routine business correspondence

Gentlemen
addressed to a company or a group.

Ladies and Gentlemen

G o

But business letters are usually addressed to the company not
to' an individual person because in this way, the letter will
receive quick attention.

(5) The body is the main part of a letter. It is usually made up of

' more than one paragraph. )

(6) The complimentary close is placed two lines or more below the
last line of the last paragraph of the body. The customary
complimentary close in a business letter is “Yours faithfully”
or “Yours truly”, when the salutation is impersonal, or “Yours

sincerely”, when the salutation is personal. “Yours faithfully”
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is the British way while “Yours truly” the American way. The
position of the complimentary close will depend on the style of
the letter used. '

The signature consists of the name of the company (if the

writer has the right to represent the compahy), the handwritten

name of the writer and the writer’s. title (if he or she has one).
In case the signature cannot be read, the name of the signatory
is typed. The writer’s title is usually typed beneath the name of
the signatory.

Strictly speaking, only the owner or a partner of a firm is
entitled to sign the name of his firm, but it is not always
possible for the owner or partner to sign the letter personally
because he or she may be away from the office or there may
be too many letters to sign  personally. In such cases an
employee may be authorized to sign the letter. Then pp or per
pro or p.pro {meaning per procurationem — a Latin phrase.
denoting agency ) .are typed beforé the ‘name of the firm and
the letter is signed by the person authorized, e.g.

PP Peter & John Co.
William Smith

Besides the above-mentioned seven main parts, any of the following

optional parts can be included, when necessary.

(1)* The attention line: It is used when firms have a rule that -all

correspondence must be addressed to the firm, not individuals
at the firm and it is usually typed below the inside name and
address. The word “attention” can be abbreviated as “Attn”.

(2)* The subject line: It gives the gist of the letter and, in the block
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style, it is typed against the left-hand margin while it is
centered in the semi-block style. It is customary to underline
the subject line in either style if it is typed with initial capital
letters (see Figure I). While if it is typed in capital letters it
may not be underlined (see Figure I1).

(3)* The reference initials: It consists of the initials of the person
who dictated the letter and those of the typist or secretary. It
is used to show the responsibility. The initials of the person
who dictated the letter are usually in capital letters and those
of the typist or secretary in small letters. It is typed two lines
beneath the signature against the left-hand margin.

(4)* The enclosure(s): It should be indicated below the signature and
initials (if necessary) against the left-hand margin; sometmes
with the actual number, though they are indicated in the
message.

(5)* The carbon copy notation: When the writer wishes to send a
copy of the letter to one or more persons and wishes the
addressee to know, a carbon copy (abbreviated as CC or cc)
notation is indicated on the original and all duplicate copies of
the letter.

(6)* The postscript: In business letter-writing, it is usually used to
emphasize a certain point stated in the message, not to add an
after thought, because adding an after thought is considered to

-be a sign of poor planning. Its abbreviation is P. S. or p.s.

Business letters are usually one page long, but sometimes a letter
may go on to more than one sheet of paper. Therefore continuation
sheets must be used. The continuation sheet(s) should be plain (without
the printed letter head on the top), of the same size and quality as the
first sheet and be typed in the same style as the first one. In a block
style letter, it is usual to type the page number at the left-hand margin
with the date and the name of the addressee typed below, e.g.



