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Unit Ten
Letter Writing

Lead-in Question
What are the elementary parts of a letter? What are the differences be-

tween a personal letter and a business letter?

10. 1 General introduction

Letters may be formal or informal, depending on the purpose of writing and the relationship
between the writer and the recipient. Accordingly, letters may fall roughly into two categories : per-

sonal letters and business letters.

10. 1. 1 The format of a letter

It is no doubt that diversity occurs in stylistic features. The common practices widely used in
letters are :full-block format,indented format and semi-block format. Comparatively, the full-block

format is easy to type and therefore it is the most popular style for business letters.

Full-block style

Heading

Inside address

Body of letter

(——1

Complimentary cloﬂ
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Indented style

Heading

Inside address
Body of letter

|Complimentary close|

Semi-block style

Inside address
Body of letter

|C0mplimentary close]

(B BEIOAFREE

10. 1. 2 The elementary parts of a letter

As agreed , there are seven essential parts in a letter; the heading, the date ,the inside address,

the salutation , the body,the complimentary close and the signature.
1. Heading

The heading is the address of the writer, arranged into separate lines. The heading is often o-
mitted in an informal personal letter,but is typed in a formal business letter. Almost every company
uses letterhead stationery for a business letter nowadays. It indicates the name, address, telephone
number , fax number and email address of a company. Its topmost part of the paper helps the reci-

pient identify the company effectively.
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Heading in a personal letter

Room 123, Dormitory 8
Peking University

(EA)REREFOFHEE Z

Beijing, 100870
P. R. China
Letterhead in a business letter
City Life Co., Ltd.
18 Southern Avenue,Washington,U. S. A.
Tel ;8888888 Fax:9999999
Email ; yourlife@ citylife. cn
2. Date

The date which goes below the heading indicates the time we write the letter. The date should
always be written in standard form and all the number form should not be used. There are two
styles of writing a date :the British style and the American style. The British style of writing a date
is written in the order of day, month and year; whereas the American style goes in the order of

month ,day and year. Notice that an abbreviated month is not recommended in a business letter.

14 July,2010 (The British style)

July 14,2010 (The American style)

3. Inside address

As we know, the inside address,that is the recipient’s address,is normally omitted in an infor-
mal personal letter,but written beneath the heading and date in a business letter, giving the name
and title and full address of the recipient ( which includes company’s name, street address, city,
state / province,zip code and the country). Make sure that the inside address is identical with the

address on the envelope.

Mr. Karl Kipling
President

BHK Company
567 Dongsi Street
Beijing, 100010
P. R. China
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4. Salutation

The salutation is a written greeting to the recipient. The first name of the recipient may be
used in a personal letter,such as® Dear John” ;while in a business letter, the salutation used is dif-

ferent as the following examples.

To a woman whose marital status you don’t know
Dear Ms.,

To a person you don’t know the name and sex
Dear Sir or Madam ,
To Whom it may concern,

Dear + Job-title (e. g. Dear Personnel Director)

To a person you have formal relationship in business
Dear + Mr. ( Mrs. / Miss /Ms. /Dr. ) + Family Name( e. g. Dear Mr. Smith)

To a person you have a close business contact or a friend

Dear + Given Name(e. g. Dear Emily)

5. Body of the letter

The body is the most important part of a letter. It contains the message we want to pass to the

recipient. Normally, body usually consists of three parts. The first part refers to any previous com-

munication or introduces the issue we are going to write about. Besides, it intends to establish or

deepen a relationship with the recipient. The middle section of the body is where we provide the
most important information. Here , we may provide details or necessary information that the recipient
may be interested in. In a formal business letter, we should demonstrate the facts that the recipient
needs to know or supply reasons for which a business transaction is conducted. The body of the let-

ter often ends with a simple paragraph which consists of one or two simple sentences.

How to begin the body of a letter

A personal letter

I am sorry it has taken me so long to reply,but. . ..
How nice it was to hear from you at last.
I am writing this letter to congratulate on your admission to Oxford.

I am writing this letter to show our gratitude for the help you offered us last summer.

(F =) & O »EF
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A business letter

With reference to (your letter of. . . ,your phone call,etc. )
In reply to your advertisement for an editor. . . .
Thank you for your letter of (date). ...

I am writing to enquire about / to apologize / to confirm. . . .

How to end the body of a letter

(E-)BREFTOFRHE 2

A personal letter

Once again,we thank you for your hospitality.

We apologize again for the mistake.

I'm afraid I'll have to stop now,but I'll write to you again soon.
Please give my love / regards / best wishes to your family.

Please contact me again if. . . .

A business letter

I look forward to hearing from you soon / meeting you.

If we can be of further help,please do not hesitate to contact us.

I would greatly appreciate an early reply.

Would you please let me know as soon as possible whether you would be willing to. . . .
I sincerely hope you will be able to help me in this matter.

I enclose. . ..

6. Complimentary close

The complimentary close is a courteous way of bringing a letter to an end. In the closing,only
the first word is capitalized ,and it is ended with a comma. It must agree in tone with the saluta-

tion.

If the salutation is in the way of“Dear Mr. + Family Name”
(You know the recipient’s name )

Yours truly,/ Truly yours, ; Yours sincerely,/ Sincerely yours,

If the salutation is in the way of“Dear Sirs,” or“Dear Sir or Madam”
( You don’t know the recipient’s name )

Yours cordially,/ Cordially yours, ; Yours faithfully / Faithfully yours,

If the salutation is in the way of “ Dear + Given Name”
(You have a close contact with the recipient)

Best wishes,/ With kind regards,/ love,
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7. Signature

The name of the writer is usually written by hand below the complimentary close. In a person-
al letter, we may sign our full name,our first name or even our nickname depending on how close
our relationship with the recipient is. In a formal business letter, after the handwritten signature
there is a typed name of the writer, followed by the title of the writer identifying the official posi-

tion.

Yours sincerely,
Alice Kurtz (handwritten signature )

Alice Kurtz (typed signature)

Marketing Manager

10. 1. 3 The optional parts of a business letter

Besides the seven elementary parts of a letter, there are also something additional for option in

a business letter.
1. Reference number

The references help the recipient match and classify the letter to the relevant problems or ear-
lier letters according to subject, persons or time sequences. It is placed on the same line of the
dateline or below the dateline. There is no standard form for references. Companies may choose the

most effective form for their preference.

Our Ref:MN /1791
Your Ref:DN /1023

2. Subject

It is placed between the salutation and the body of a business letter, usually underlined for
emphasis , indicating the subject in the business communication in a clear way. Avoid using verbs

or a sentence,using a phrase in subject.

Dear Mrs. Smith,

Problems at Delivery

You asked for a report on distribution. . . .

Dear Sirs,

Re: Your Order No. FX 669

Thank you for your letter dated. . ..

i
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3. Enclosure

The enclosure is used to remind the recipient that something such as a check,a catalog or a

»

pricelist is to be sent along with the letter. It may be shortened as“Enc. ” or“Encl. ” A letter can

also end with“Enclosed you will find. . . ” or“Please find enclosed. .. ”.

Yours truly,

Encl. Price list

4. Carbon copy (CC)

From time to time, it is necessary to send a copy of the letter to people or departments other
than the recipient. In this case,the carbon copy notation is used to indicate to whom the copy is

sent.

Sincerely yours,

('signature )
Jan Green

Sales Manager

CC .Mr. Thomas Kurtz , Marketing Director

5. Postscript (P.S.)

If we want to add something after finishing the letter or to bring something to the attention of
the recipient,we may use a postscript. Normally, a postscript is indicated by “P. S.”. Sometimes
the writer may put a handwritten postscript to the letter in order to add a personal touch. However,

a very formal business letter does not need a P. S. but another letter to clarify.

P. S. Wish to see you at the Exposition on May 22.

10. 1. 4 The layout of envelope

The full name and address of the recipient is in the middle part of an envelope. The full name

and address of the writer is pblaced in the upper left-hand corner of the envelope as follows.



