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Chapter 1  Layout of a Business Letter

LEram
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Main and Difficult Points

<> The composed parts of a business letter
<> The three main styles of business letters

<> Address an envelope in English

Key Words & Expressions
layout business letter style envelope
Brief Iniroduction

Since China joined the WTO, business activities and information exchanges across
national borders have been increased rapidly. It is known to all that successful business
activities rely on effective exchange of information. Although at present many business
messages are sent by ways of Fax or E-mail, the language and style used in the Fax and
E-mail message are almost the same as those used in the letter by post, letter-writing is
regarded as quite important in our international trade communication.

Business letters serve a variety of business functions. They are used to sell products
or services, request material or information, answer customers’ enquiry, offer, order or
complaint and maintain good business relations, etc. Therefore, business letters deserve
considerable care and attention. Clarity, conciseness and courtesy are important principles
of good business letter writing. Moreover, complete contents, correct information and

language, concrete expressions and consideration for the customers’ needs are also

important.

>



In this chapter, the composed parts of a business letter, the three styles of business

N

letters and the format of an envelope are introduced in details.
Task

1. How many principal parts is a business letter composed of? What are they?

2. What are the three main styles of business letters used at present? Which do you

prefer?

3. How to address an envelope in English?

I . The Composed Paris of a Business Letter (% %13 & &9 48 2%, 3F 2)

Most business letters, regardless of their purposes, have the following seven principal
parts;

4
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The letterhead 1% 3k

The date B 2

The inside name and address 3 4 & #R & 33k
The salutation #=F

The body of the letter iE T

The complimentary close 4 B3 %

The signature % %

N v e W

Some letters may contain the following optional parts;
8. The reference number 1244 % 5

9. The attention line 2 A4t &

10. The subject line & oy X 474

11. The enclosure M4

12. The carbon copy notation #"i%

13. The postscript B &

The following sample letter is designed to illustrate the position of each part

mentioned above:

1. ABC Export and Import Trading Company

o als amesexnnsenEnss g

NO. 1 Jinrong Street, Xicheng District,
Bejing100032, China
Tel: 86 - 10 —6610 — 1000
Fax. 86 —10 -6610 - 1111
8. Your Ref. : No. 145/170
Our Ref. : 10E1 —-569A
2. 25 May, 2010

‘%%%‘:‘
5 7 5, % G, \
PN

3. Thomas Co. , Lid.
120 Garden Street
Vancouver V5Z3G7, Canada

9. ATTN: Import Dept.

4. Dear Mr. Brown,

10. RE. Handicraft Articles

5. Thank you for your letter of May 23 inquiring about our handicraft articles.

In compliance with your request, we are sending you herewith a copy of our illustrated

catalogue and a quotation sheet for your reference.

)Eu.
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As we have received many orders from our clients, it is very likely that our present

o Y I

1
u

stock may soon run out. We would therefore suggest that you take advantage of this
attractive offer.

We look forward to receiving your order.

6. Yours faithfully,
7. X%

Liu Qiang

Export Manager

11. Encl. As Stated

12. CC Messrs. John Smith & Co.
13. P. S. We require payment by irrevocable L/C payable by draft drawn at sight.

193 - 30 3 003 0Bk i 1wt Aok 35

1. The Letterhead (15%)

b=
o

The letterhead, which is also called “Heading” , refers to the addresser’s name and

address. Letterhead designs vary with companies and occupy the top of the paper. They

—~ |

may be positioned in the center or at the left margin or at the right margin for different

/

styles.

Many companies use stationary with printed letterhead, which contains all or some of

the following information about the company that writes the letter: the name of the
company, postal address, postcode, telephone (Tel) number, Fax number, E-mail and
website of the company, etc. The letterhead makes the addressee know where the letter is
sent, which makes it very convenient to reply.

It is important to note that a postal address in English is written from the specific to

the general.

Example 1 - A UK company letterhead .

Imperial International Ltd,
Whiteacres whetstone, Leicester LE8 6BB, Great Britain
Tel: +44 (0) 116 286 7000 Fax: +44 (0) 116 291 9899
E-mail; info@ imperialgb. com Wesite: http: //www. imperialgb. com




Chapter 1 Layout of a Business Lette

Example 2 - A US company letterhead :

Orly Shoe Corporation
350 Fifth Avenue 67th Floor, New York, NY10018, USA
Tel: 212 —695 — 0998 Fax: 212 - 6950789

E-mail ; info@ orlyshoes. com . Wesite: http: //www. orlyshoes. com

Example 3 — A Chinese company letterhead ;

Jiangmen Dachangjiang Group Co. , Ltd.
No. 5 North Jianda Road, Jiangmen 529000, China
Tel; 0086 —0750 — 3288999 Fax: 0086 — 0750 — 3288333

E-mail ; sale@ haojue. com Wesite: http: // www. haojue. com

2. The Date ( HHj)

The date line is used to indicate the date of the letter was written, which is usually
typed between the letterhead and the inside name and address. However, in British letter
style, it is normally put two line-spaces below the inside address and above the salutation.

Generally, there are two styles to write the date in English: the British style and the
American style. The British style is in the order of day, month and year (D/M/Y) , such
as 10 April, 2011 ; while the American style is in the order of month, day and year ( M/
D/Y), such as April 10, 2011.

When typing the date, please note that the year should be typed in full, e. g. 2009
instead of 09 and the month should be spelled out in English word but not in figure, e. g.
May instead of 5 since the date written in the figure form such as 02/05/09 may be mis-
~understood. For the day, either cardinal numbers or ordinal numbers can be used, it can
‘be placed before or after the month. A comma must be put before the year with American
style.

Examples of the date .

1. 2nd May, 2009

2. 2 May, 2009

3. 2 May 2009

4. May 2nd, 2009

5. May 2, 2009

@
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