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“With reference to your letter”  ( 5T & 8IE & )
“Enclosed herewith please find"  ( Ffi & fff L )

“l am writing to informyou”  ( B EE@%0114 )
“Please be advised”  ( THiZ@4D )
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Written communication—
an overview
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Unit 1 Written communication—an overview
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nla all Prentice Hall Financial Times Prentice Hall
je I* I FINANCIAL TIMES Edinburgh Gate
Harlow, Essex
\ CM20 2JE
\\ UNITED KINGDOM
ST/PJ Telephone: +44 (0) 1279 623623
— 112 November 200— Facsimile: +44 (0) 1279 431059
|_—Mr Alan Hill
1 General Manager
Long Printing Co Ltd
34 Wood Lane
London
WC1 8TJ
—— Dear Alan

—t— FULLY BLOCKED LETTER LAYOUT

This layout has become firmly established as the most popular way of setting out
letters, fax messages, memos, reports—in fact all business communications. The
main feature of fully blocked style is that all lines begin at the left-hand margin.

— Open punctuation is usually used with the fully blocked layout. This means that
no punctuation marks are necessary in the reference, date, inside address,
salutation and closing section. Of course essential punctuation must still be
used in the text of the message itself. However, remember to use commas
minimally today; they should be used only when their omission would make the
sense of the message unclear.

Consistency is important in layout and spacing of all documents. It is usual to
leave just one clear line space between each section.

| enclose some other examples of fully blocked layout as used in fax messages
and memoranda.

Most people agree that this layout is very attractive and easy to produce as
well as businesslike.

— Yours sincerely
Shirley Taylor

— SHIRLEY TAYLOR (Miss)
— Training Specialist

=—~Enc

— Copy Pradeep Jethi, Publisher
Amelia Lakin, Acquisitions Executive




CONTINUATION PAGES %W
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‘ l % Snowflake Productions plc Continuation sheet
w34 R
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ﬁ ;g, —r 2
# 5 ——LL/ST
8 — 19 July 200—

At Ak % —— Miss Katie Harford Hill

R ¥ [3{:,\ i¢ —1 Please sign and return one copy of each of these documents and keep the

#3875 5 17,

LN 7]\; duplicate copies for your reference. ‘

ﬂ . . 4 You will be expected to attend an induction course on your first day at Snowflake

é o i }'3 = Productions. A copy of the programme is enclosed. ‘

AR .
| look forward to meeting you again soon and hope that you will be very happy in
your new post.

»< frf ; # 7 —+ Yours sincerely
Leonawd Leightow
LEONARD LEIGHTION
Personnel Director

o LB, AR — Encs

e A

EEIFS

Copy Liz Walker, Training Manager




PARTS OF ABUSINESS LETTER ®F{EHERMAEAMES

Reference &%

ik, EXEEFEE “Ourref” ( X&AES ) 1 "Your ref” ( KRS ) F
B, BE, IMECAERE A, BAERRRXFREBIFOFTENYRXEE TSN
RIGHEE LRSI EERNVE, Rit, TFRBERESHEIER—THE
ANEED, HSHEERENEFE (BEARS ) ITFRBLNEFE (RE
MABEH, AENEHT ) Bk, HEIBIRESHITEBEEN,

Examples
GBD/ST GBD/st/Per1 GBD/ST/134

Date HHH
BHERR, £XE, BHBRENHFIRFEAB /B /£, RAMEAES,

Example
12 July 2003

HHM—EER, BHNHIIRFAR/B/E, BEEBFEEMNES,

Example
July 12, 2003

Inside address &Rt

AR RN 2 1TTED, SEH LEOHIIER, T&, REFEKHEA
E5MINELETE— . flw, WR—PANELA “"Douglas Cowles”, 5
AURE R AR, FEUILRIRE “‘Mr', 0RFREA "Mr D Cowles” A
T,
Example

Mr Douglas Cowles

General Manager

Cowles Engineering Co Ltd

12 Bracken Hill

Manchester
M60 8AS

LENSEN, BEXNEBMRERERUSINRE—1T. EAERMH EF
RBAE R AME R, PEZ—17, BARE, NEAKYNOILFRIRE ( Mr/Mrs/
Miss/Ms )o



