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Task One Learning the Format of Business Letter

55 1 TR S5 1E Rl

FHRE—ABFHFA, BRIALETFREL, 2RABHKRET
KEEH AR T, ZARAEELEGRAR. Rk, $#EEH 0L
%, FRERHOEXE. XE. 2k, RAMNEEFER. REL
8, BEUBELARE - THFERGFENEA, EEZETHEER,
TR T 8 AN R EH e

1. Basic Knowledge Concerning the Layout of a Business Letter

Letter-writing is an important way to achieve the goal to communicate with our customers.
A good English letter will leave our customer a good impression. If a businessman is unable to
write an effective business letter, it is very difficult to represent himself positively, which may
cause problems in doing business. What can be called a good business English letter? A good
business English letter should follow the principles as follows.
“7Cs” Principles in Business Letter-Writing
Courtesy
Courtesy is not mere politeness. It is like a favorable introduction card. The courteous writer
should be sincere and tactful, thoughtful and appreciative. You need to prepare every message with
the readers in mind and try to put yourself into their places. If conciseness conflicts with courtesy,
make a little sacrifice of conciseness. Promptness is one of the most important things in being
courteous. Punctuality will please your customer who dislikes waiting a long time for a reply.
Consideration
When a business letter is written, there is one general principle, on which the native
English writers lay great emphasis, that is, the “you” attitude. “You-attitude” is not so simple as
only to use “you” instead of “I” or “we”. In your letters you should always keep in mind the
persons you are writing to, try to see things from their points of view, visualize them in their
surroundings, see their problems and difficulties and express your ideas in terms of their
experience. “You-attitude” can help to avoid an awkward situation, and promote cooperation
between the trade parties.
Completeness
A business letter should include all the necessary information. It is essential to check the
message carefully before it is sent out.
Concreteness

Concreteness means making the message specific, definite and vivid. Business letters
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should avoid being too general. In general letters, everything seems to be mentioned but actually

few are fully expounded. You should use specific facts and figures, vivid and image-building
words.
Clarity

Make sure that your letter is so clear that it cannot be misunderstood. A point that is
ambiguous in a letter will cause trouble to both sides, and further exchange of letters for
explanation will become inevitable, thus time will be lost. You must try to express
yourself clearly. When you are sure about what you want to say, say it in plain, simple
words. Short, familiar, conversational and straight-forward English is what is needed for
business letters.

Conciseness

That is using concise sentences and fewest words, without losing completeness and
courtesy, to explain the meaning of a letter clearly.

(1) Avoid using wordy expressions.

(2) Avoid unnecessary repetition.

(3) Using short sentences, simple words and clear explanations.

(4) Prepositional or participle phrases instead of clauses.

e.g. Thank you for your letter of Dec. 21, 2015, informing us of your interest in our
products.

Correctness

Correctness refers not only to correct usage of grammar, punctuation and spelling, but also
to standard language, proper statement, and accurate figures as well as the correct understanding
of commercial jargons.

2. The Structure of a Business Letter

A business letter basically consists of the following 14 parts.
2.1 Letterhead ({f53k)

Letterhead includes the sender’s name, postal address, telephone number, fax/ telegram/
telex number, and E-mail address, etc. Usually letterhead is printed in the up-center or at the left
side of a letter writing paper.

2.2 Reference Number (R X %&S)

The reference number is generally used as a useful indication for filing and consulting for
both sides, so it must be easily seen. It may include a file number, a contract number, an L/C
number or the initials of the signer and the typist’s initials. If you find the reference number in
the incoming letter you need to take the form as “your ref.” and “our ref.” in your reply. The
position of the reference number is often one or two lines below the letterhead.
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2.3 Date (H#D

Every letter should be dated. Never send out a letter without a date. If you are giving

information, such as shipping or delivery or appointment dates, it is vital that the date should be
correct. The position of the date is often one or two lines below the reference number or
letterhead (if there is no reference number). It can be put either on the left or the right margin,
depending on the style you decide to use.

Remember to type the date in full. It is unwise to abbreviate the name of the month or
show the date in figures like 8/9/2015 or 9/8/2015 as this may cause some confusions. This is
because the British and American forms differ and do not read the day and the month in the
same order. e.g.

September 8, 2015 — American form
8th September, 2015 — British form

2.4 Inside Name and Address (3pHuhk)

Generally, the inside name and address should include some or all parts of the following:
the receiver’s name and title, company’s name, street address, city, state/province, postcode and
country. It appears on the left margin and usually starts two to four lines below the last line of
the letterhead.

2.5 Attention Line (3ZHi)

Attention line is used when the writer of a letter addressed to an organization wishes to
direct the letter to a particular individual or section of the firm. It is usually between the inside

address and the salutation or above the inside address.
2.6 Salutation (FRFE)

The salutation is the polite greeting with which a letter begins. It should be placed two lines
below the inside address. There are many forms of salutation in a business letter. The particular
form used depends upon the writer’s relationship with the receiver. To some extent, the
salutation settles the form of the complimentary close. The customary greeting in a business
letter is “Dear Mr./Mrs./Ms./Miss...(#)” or “Dear...(%)”. “Dear Sirs” or “Gentlemen” is used
when the letter is not addressed to a specific person. Note that “Gentlemen” is seldom used
nowadays and “Sirs” cannot be used alone. Quite often now companies are owned and/or
managed by women, and it is more and more customary to use the greeting “Dear Madam or
Sir”, if the writer is not sure whether the letter will be read by a man or a woman. Whatever its
form is, the salutation always appears on a line by itself and is followed by a comma or a colon.

2.7 Subject Line ()

Subject line is actually the general idea of a letter. It is inserted between the salutation and
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the body of the letter either at the left-hand margin for fully-blocked letter form or centrally over

the body for other forms. Subject line can also be placed above the salutation in the case of no
attention line. It calls the receiver’s attention to the topic of the letter. In practice, Re/Sub is
usually used. Subject line should be underlined in practice.

2.8 Body of the Letter (IE3C)

This is the main part of the letter. It expresses the writer’s idea, opinion, purpose and
wishes, etc., so it should be carefully planned. When writing, you should pay attention to the
following:

(1) Write simply, clearly, courteously, grammatically, and to the point.

(2) Paragraph correctly, confining each paragraph to one topic.

(3) See that your typing is accurate and the display artistic. Aim at an attractive and
pleasing appearance for your letter. Margins especially are important, since they serve to

“frame” your letter.
2.9 Complimentary Close (4BRH#{iE)

Complimentary close is merely a polite way of ending a letter. It is in keeping with the
salutation. The most commonly used sets of salutation and complimentary close are:

Dear Sir(s), Yours faithfully,
Gentlemen, Truly yours,
Dear Mr. Henry, Yours sincerely, or Sincerely yours,

The complimentary close, when it is used, must never be separated from the substance of a
letter by carried to a separate sheet. Yours faithfully as complimentary close is not suggested in
business letter writing while “Best Regards™ and “Yours Sincerely” are very popular nowadays.

2.10 Signature (%4)

It is common to type the name of the writer’s firm or company immediately below
complimentary close. Then the person authorized should sign his name, by hand and in ink,
below it. Since hand-written signatures are illegible, the name of signer is usually typed below
the signature, and followed by his job title or position. Never sign a letter with a rubber stamp.

2.11. The Reference Notation (Z27r AX5)

Sometimes, the reference notation, which is also understood as identification mark, can
also be added two lines below the typed signature. The reference notation usually shows only
the initials of the typist, but it can also be made up of the initials of the person who dictated the
letter and those of the secretary or typist if the director’s name is not typed in the signature area.
The initials of the director or dictator are usually in capital letters. The two sets are separated by
a colon or a slant. e.g. for Bill Clinton (manager) and Nancy Brown (secretary). The following
examples are acceptable forms of the reference notation:

BC: nb
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2.12 Enclosure (ff#4)

If something is enclosed, note it below the signature.
Encl. Catalogue

2.13 Carbon Copy Notation (#i%)

When copies of the letter are sent to others, type C.C. below the signature at the left margin.
C.C. Mr. G Cooper

2.14 Postscript (fE)

If the writer wishes to add something he forgot to mention or for emphasis, he may add his
postscript two spaces below the carbon copy notation. P.S. is not suggested for it shows the
writer’s poor planning in writing.

The following is an example, showing the above 14 parts’ position in a business letter.

Example (combined-form style)

1. Letterhead
2. Reference Number
3. Date
4. Inside Name and Address
5. Attention line
6.The Salutation
7. The Subject Line

8. The Body of the Letter

9. The Complimentary
Close
10. The Signature

11. The Reference Notation

12. Enclosure

13. Carbon Copy Notation

14. Postscript
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3. Envelope-Addressing

Business envelopes ordinarily have the return address printed at the upper left corner. The
receiver’s name and address should be typed about half way down the envelope.

The postmark or stamps should be placed at the up right-hand corner, while the bottom
left-hand corner is for post notations such as “Confidential”, “Secret”, “Printed Matter”, etc.

China National Chemicals
Import & Export Company Stamp
Dalian, China

Overseas Trading Co.
279 Market Street
London, E.C.8

AIR

or

China National Chemicals
Import & Export Company.
Dalian, China Stamp

Overseas Trading Co.
279 Market Street
London, E.C.8

AIR

It is important to include the postcode (zip code in the U.S.A.) in order to facilitate
mechanical mail-sorting.

4. The Layout of a Business Letter
1) Indented Style

The main feature in this style is that each line of the letterhead and the inside name and
address should be indented 1-2 spaces. Each paragraph should be indented 4-5 spaces. It’s a
conventional style, and it is seldom used in modern business letter writing.
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SM Trading Company
298 Newton Place, Norfolk, NG29 OPA
Tel:01345 89743 Fax:01345 89756

Ref. N0.98

March 15, 2016

China National Import & Export Corp.
Beijing Branch
Beijing
China

Dear Sirs,

Re. : Cotton T-shirt

We note from your letter dated February 17 that the price quoted by us for the subject
goods is found to be on the high side.

While we appreciate your cooperation in giving us the information about the Indian
supply in your market. We are regretful that we are unable to reduce our price to the level you
indicated. We have to point out that your counter-offer is obviously out of line with the price
ruling in the present market, as other buyers in your neighboring countries are buying at our
quoted price.

We hope you will take our proposal into serious consideration and give us an early reply.

Yours Sincerely,

James Smith

2) Combined-form Style

This style is also known as Semi-indented style, and it is one of the acceptable style.
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SM Trading Company.
298 Newton Place, Norfolk, NG29 OPA
Tel:01345 89743 Fax:01345 89756

Ref. No.98
March 15, 2016
China National Import & Export Corp.
Beijing Branch
Beijing
China

Dear Sirs,

Re. : Cotton T-shirt

We note from your letter dated February 17 that the price quoted by us for the subject
goods is found to be on the high side.

While we appreciate your cooperation in giving us the information about the Indian
supply in your market. We are regretful that we are unable to reduce our price to the level you
indicated. We have to point out that your counter-offer is obviously out of line with the price
ruling in the present market, as other buyers in your neighboring countries are buying at our
quoted price.

We hope you will take our proposal into serious consideration and give us an early reply.

Yours Sincerely,

James Smith

3) Full-block Style
This is a popular style in recent years.

SM Trading Company
298 Newton Place Norfolk NG29 OPA
Tel:01345 89743 Fax:01345 89756

Ref. No.98
March 15, 2016
China National Import & Export Corp.

Shanghai Branch
Shanghai
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China

Dear Sir or Madam,

Re. : Cotton T-shirt

We note from your letter dated February 17 that the price quoted by us for the subject
goods is found to be on the high side.

While we appreciate your cooperation in giving us the information about the Indian
supply in your market. We are regretful that we are unable to reduce our price to the level you
indicated. We have to point out that your counter-offer is obviously out of line with the price
ruling in the present market, as other buyers in your neighboring countries are buying at our

quoted price.

‘We hope you will take our proposal into serious consideration and give us an early reply.

Yours Sincerely,
James Smith

4) Modified-block Style
All the parts except the date, subject line, complimentary close and the signature start from
the left margin. This style appeals to many readers.

ABC Trading Company
188 Newton Place,Norfolk, NG29 OPA
Tel:01345 89743 Fax:01345 89756

Ref. N0.98
March 15, 2016

China National Import & Export Corp.
Shanghai Branch

Shanghai

China

Gentlemen:
Order No.865 for Tools

This is to ‘inform you that Mr. E. Edwards, president of Paula Inc. resigned from that




