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Business letter writing is one of the necessary business activities in international
trade. A good business letter can promote both friendship and complete understanding
between the parties involved. This chapter functions as a guide to business writing.
Through the study of this chapter, the students will know the parts and common
formats of a business letter, the addressing of envelopes and the principles of business

letter writing as well.

1. Parts of a business letter
2. Formats of a business letter

3. Principles of business letter writing

Section I Parts of a Business Letter

A business letter represents a firm just as the personalities of its businessmen and the
quality of its goods or service do. Good business letters will make the best impression on those
who receive them and can be a great help to the conclusion of business. Writing an effective
business letter is an important skill for every businessman and businesswoman.

Normally a business letter consists of:
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1. Seven Principal Parts
1) Letterhead
Business letters usually have a printed letterhead giving information about the company.
Letterhead designs vary with business organizations and occupy the top of the first page.
Together with the sender’s address, you’ll also find the sender’s telephone number, fax number,
e-mail address and website. It is usually centered.
Example: Anhui Tea Import & Export Company, Ltd.
1777 Qimen Road, New Municipal District, Hefei, China
Tel: 0086-551-2852448
Fax: 0086-551-2852449
E-mail: ahcy@mail.hf.ah.cn
Website: http://www.ahcy.cn

2) Date

The date is rnostl.y written below the letterhead. It tells when the letter was written. The
date should be written in full instead of abbreviated form and there is a growing tendency to
omit the ordinal suffixes-st, -nd, -rd and —th that follow the day. It’s usual to show the date in
the order of day, month and year in British while month, day and year in the USA.

Example: 8 March, 2011 or March 8, 2011

Avoid giving the date in figure, because 8/3/2011 can be taken as either August 3 or
March 8.

3) Inside Name and Address
The inside name and address usually appears on the upper left margin below the date.
Actually, it is the same mailing address on the envelope. Inside name and address may include:
(D name and title of the recipient
@ name of the company
® address:
a. house number
b. street
c. city or town
d. county or state/province and its postcode
€. country
Example: Mr. George Strong, Director
National Chemical Corp.
368 Seventh Avenue
Springfield, Illinois 62722
U.S.A.



4) Salutation

The salutation is a greeting to the addressee. It is two lines below the inside address and
the reference line. The customary formal greeting in a business letter is “Dear Sir” or “Dear
Madam” for addressing one person, while “Dear Sirs”, “Dear Mesdames” or “Gentlemen” for
addressing two or more people, as where a letter is addressed to a firm. If the recipient is
known to the writer personally, a less formal and warmer greeting “Dear Mr. Bernard” is used.

5) Body

A good letter will not only get the business done but also promote goodwill. The body of
a letter is just the core of the letter, which contains the message from the writer to the recipient.
It expresses the writer’s ideas, opinions and purposes, etc., so it should be carefully planned.

Every business letter should be short and concise, for the reader’s limited time should be
taken into account. The body of a letter customarily consists of three parts:

Part One—It is common to use a friendly greeting in the first sentence of a letter. Then
begin with information that draws the reader’s attention and refer to some interest or need of
the reader, or the previous letter if there is one.

Part Two—Use a few short paragraphs to bring in your involvement, or what service or
information you have to offer.

Part Three—The last paragraph may end with the action or idea that you want the reader
to consider or with the results you would like to have.

6) Complimentary Close

This is a part of a business letter and merely a polite way to end a letter. The expression
must be in keeping with the salutation. It comes usually two lines below the last line of the
body, aligned with the left margin or the date according to different format.

Example:
Salutation Complimentary Close
Dear Sir,
Dear Madam, Yours faithfully,
Dear Sir or Madam, or Faithfully yours,
Dear Sirs,

Dear Mesdames,

Gentlemen, Yours truly, or Truly yours,
Dear Mr. Bernard, Yours sincerely,
Dear Mrs. Jones or Sincerely yours,

7) Signature

The signature below the complimentary close may consist of a hand-written signature, a
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typed signature, business title and the name of the company. The hand-written form should
correspond with the typed form exactly. If there is a business title, just put it below the typed
name.
Sometimes the name of the company may follow the preposition “For”, indicating that
the writer works and types the letter for the company.
Example: Yours faithfully,
Herry Smith
Herry Smith
Purchasing Director
For Global Trading Company
2. Seven Optional Parts
There are still some other parts which we can select for different purposes:

1) Reference Number

People use references to number their business letters so as to keep files and to link the
present business letter with earlier letters of the same deal. It may be shown in the short form
of “Your Ref.” or “Our Ref.” Sometimes both are used. There is no standard for reference
number. People may choose what they think the most effective form for this.

2) Attention Line

The attention line is put between the inside name and address and the salutation,
underlined. The phrase “For the attention...” or simply “Attention” is used when the letter is
addressed to a particular person or a department. It may not be absolutely necessary,
depending on your real need.

Example: For the attention of Mr. Simon

Attention: Import Dept.

3) Subject Line

The subject line, as a part of the body of a business letter, is used to call attention to the
topic of the letter. It is often preceded by the term Re followed by a colon and centered on the
page between the salutation and the body, or at the left margin. It’s good to keep the subject
line brief, underlined and never more than one line.

Example: Re: Quotation for Silk Blouses

Parts and components of Chery Automobile

4) Reference Notation
The reference notation refers to the initials of the person who dictates the letter and that
of the secretary or the person who types the letter. If the dictator and the typist are the same
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person, the initials can be omitted. It usually comes two lines below the signature against the

left margin.
Example: JP/S]
JP/sj
JP:SJ
JP:sj

5) Enclosure
To remind your reader, you’d better number enclosures with the letter. The enclosure
notation follows two lines after the signature block. It can be abbreviated as “Enc.” or “Encl.”.
Example: Enc: Price List
Encl: As stated
Enclosures: 2

6) Carbon Copy
The carbon copy notation is used when the copy of the letter are sent to others. Type
“CC” or “cc” with the names of the person who will receive the copy of the letter, usually
positioned below the signature block at the left margin.
Example: CC: Bernard Jones, Sales manager
cc: Mr. Jones

7) Postscript

This part is often used to give the things the writer forgot to mention or he wants to
emphasize after a letter has been completed. Try to avoid the adding of “P.S.” as far as possible
as it is usually considered as a sign of poor planning. The postscript should appear at the
bottom of a letter, one or two lines below the last line typed on the paper.

Example: P.S. All the goods must be packed as requested.

Sample:

(1) Letterhead

(2) Date

(3) Reference Number

(4) Inside Name & Address




., o |msmEze

(5) Attention Line

(6) Salutation

(7) Subject Line

(8) Body

(9) Complimentary Close
(10) Signature

(11) Reference Notation

(12) Enclosure

(13) Carbon Copy

(14) Postscript

Section II Formats of a Business Letter

Business letters must be neat and try to avoid confusion and waste of time for both sender
and recipient. The formats frequently used in international trade are indented format, full block
format and modified block format. Whatever format you wish to use, it’s good to adopt one
and to stick to it.

1. Indented Format

~ * Indented format, also called semi-block format, gives business letters a more balanced
appearance with the first line of each paragraph taking in five spaces from the left of the
margin, the subject matter centered and the date, the complimentary close as well as the
signature typed slightly to the right of the page center.
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Sample:
Anhui Tea Import and Export Company, Ltd.
1777 Qimen Road, Hefei, China
TEL: 12345678
EMAIL: xxx@163.com
April 6,2010
Global Trading Company

5 Fifth Avenue
New York, N.Y. 10071
U.S.A.

Dear Sirs,
Re: Black Tea
Thank you for your enquiry of April 5 and your interest in our Black Tea.

Now we are sending the catalogue and price list you need and hope you will find the
goods fine in quality and low in price.

We’re looking forward to your early reply.

Best regards.

Yours faithfully,

Zhao Xueling
Zhao Xueling

Sales Manager

Encl.: As stated.

cc Export Dept.

2. Full Block Format

Full block format is commonly used in daily business because it is not only simple but
also reflects efficiency. There are no indentations. All lines are typed against the left margin.
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Sample:
Anhui Tea Import and Export Company, Ltd.
1777 Qimen Road, Hefei, China
TEL: 12345678
EMAIL: xxx@163.com
April 6, 2010
Global Trading Company

5 Fifth Avenue
New York, N.Y. 10071
U.S.A.

Dear Sirs,
Re: Black Tea
Thank you for your enquiry of April 5 and your interest in our Black Tea.

Now we are sending the catalogue and price list you need and hope you will find the goods
fine in quality and low in price.

We’re looking forward to your early reply.
Best regards.

Yours faithfully,

Zhao Xueling
Zhao Xueling

Sales Manager

Encl.: As stated.

cc Export Dept.

3. Modified Block Format
In this format, all lines are typed against the left margin with the exception of the date,



