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Unit One

—  EleMents of Business
Letter Writing

Brief Introduction

Communication is the lifeline of modern business. Among the different forms of
communication, business letter is the most frequently used. So, we should be quite familiar with
the established format and features of business letters in order to communicate effectively. This
unit functions as a guide to business writing.

Teaching Goals

This unit aims at helping students to familiarize themselves with the layout of a standard
business letter.

Teaching Contents
® Dialogue on Business Letter Writing
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® Layout of a Standard Business Letter

e Useful Sentences for Opening and Closing a Business Letter

Related Words and Expressions

@@@000@&0000@000@00@@000000000000000000@

§  layout clarity N
2 accepted standard brevity 2
§ convey accuracy §
N letterhead/heading body of the letter 2
2 date complimentary close §
' inside address ' signature block N
2 attention line reference initials 2
§  salutation enclosures S
2 subject line carbon copy notation 2
§  correspondence job title N
@0@00000@@@00@0&0000@000000000000000000&

| . A Dialogue on Business Letter Writing

Listen to the dialogue carefully, and fill in the blanks with the words in the following box.

{Mr. Black, who is an office clerk in a foreign trade company , is talking with his best friend

James about business letter writing. )

Blake .

James.

Blake .

James .

Blake:

James .

Blake .

James.

Blake .

James.

Blake.

I'm quite lucky to get a job in a foreign trade company. Could you tell me something
about 1 7

With pleasure.

What is meant by the layout of a business letter?

It is the way in which the parts of a letter are displayed according to certain 2

What are the main parts of a business letter?

They arethe 3  date 4 , 5 , 6 , 7 ,and 8

What is the heading?

It includes the essential particulars about the 9 . his name and postal address, his
telegraphic and telex addresses, and if any, the telegraphic codes used. If the stationary
has a company letterhead, the heading consists simply the date of writing.

And what is the inside address?

The address usually consists of the name and the complete address of the person or
organization for whom the letter is intended. It is written exactly as on the envelope.

What are the forms of salutation?

— 2



Unit One Elements of Business Letter Writing

James: The salutation is the complimentary greeting to the reader. The usual forms are:
Dear Sir (or Dear Madam) , for one person.
Dear Sirs (or Dear Mesdames) , for 10 persons.
Dear Mr. Sadler (or Mrs. Sadler) , when the correspondence are personally known
to each other on whom a firm wishes to add a personal touch to their letters to
customers.

Blake: How is the body of the letter written?

James: The body of the letter, which contains your message, is the most _ 11 of your letter.
When writing, the writer should be careful to follow some basic principles such as clarity,
12, brevity, and _ 13 etc. to convey the message effectively.

Blake: What is the correct form of complimentary closing?

James: The purpose of the complimentary close is to provide a _ 14 _ending. Some of the most
commonly used complimentary closes are :

Respectfully yours,
Yours faithfully,
Sincerely yours,
Yours truly,

Very cordially yours,

Blake: Where is the signature?

James: The name of the signer and his 15 is either centered or placed to left.

Blake: Well, thank you very much for the information about the layout of a business letter.

SIS R ERERNERNER N LENEENERNEAS A O A A A O U e N A A L L
? a business letter accepted standards heading é
é complimentary close body of the letter writer é
§ two or more inside address salutation §
é important part job title polite é
? signature timeliness accuracy ?

%%%%%%%%%%%%%%%%%%W

Ii. Layout of a Standard Business Letter

PHILIP TEA EXPORTS LTD.
PO Box 36,Kaduna, Nigeria,
Phone (035) 523471 Telex:20717

Our Ref. : VA/ym/48576
January 26, 2003

The Sales Manager
Plybox Co. Ltd.



SLAYMR BRI SRS

PO Box 65, Jacksonville,
Florida 32203
For the attention of Mr. Robert Keats

Dear Slr:
Subject. OVERDUE TEA-CHEST DELIVERY
We wrote to you on 15 January asking for the prompt delivery of our monthly supply of teachests,

which was already 10 days overdue on that date. We have not yet received any delivery or
explanation for the delay.

You should appreciate that it is of utmost importance that we are not to let down our customers. If

we cannot meet their requirements at the time we agreed upon, we would risk losing them to our
competitors.

We ask you, therefore, to deliver our tea-chests within a week. Failure to do so will force us to
seek quotations urgently from other suppliers.

We sincerely hope that we shall be able to continue doing business with you.
Faithfully yours,

Philip Tea Exports Ltd.
( Signature )

Charles Lai

Managing Director

Enclosure: A copy of our order No. 4881

C. C. Michael Konrad
Alicia Montara
Peter D. Schaeffer

Notes

1. Formats of a business letter & PBERHBR(LELT-1)
EXHFERAEARER, ERATAEMBRXEATR . Adf 06K TA R
B ) — 42, DUARBL " IR RS o 3 LR XA LUF =#:
(1) Full Block Format 524> ¥3k5,
(2) Block Format Y3z
(3) Semi-Block Format 3Lz



Unit One Elements of Business Letter Writing

Full Block Format Block Format Semi-Block Format
Heading Heading Heading
Date Date Date
Inside address Inside address Inside address
Salutation Salutation Salutation

Complimentary close, Signature

Complimentary close, Signature

Complimentary close, Signature

Enclosure

CcC:

Enclosure

cC:

Enclosure
CcC;

(E1-1)
% {5 MR ER

. Essential parts of a business letter
(1) Heading or Letterhead {53k
fEREEAFARERAN LR ik RIS ST B S TR A A ERE.
HR—BEMEE IR, W:
Optical Products Corp.
123 Monmouth Parkway
Long Branch, NJ 07784
Tel: 813 ~688 -1186
Fax:813 -688 ~ 112
E-mail; swihgo@ welorlalor. net. cn
(2) Reference Number and Initials 45 R EIHPANRS
WEREEFSEERZAN, EEBBEEPN(FEANTFN) BLEHNE S T8 5]

REBEEFS AR EDARS NELL THITNZESN . W:
a. Your ref: JD/ms 1110
Our ref; SFL/CEN 0038
b. China National Import & Export Corp.
( signature )
LB/ mj
(3) Date H#j
BN TFEINTEH ABEAR . X245, W:
21st March,2003 / 21 March 2003 (B:E)
January 24, 2001 / January 24 2001 (AmE)
(4) Inside Address 3}l

A

— 5 —
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(5)

(6)

(7)

HHNHaE IS Abht, B 5EH Lt 2 28R, SNBtmERETHFER
R R REGEE, SEERITEEH (window envelope ) i, 3 4 ik i AT LA S5 3
i ARy shE . A — A TERT EFEREUTILNER:

a. name of the person to whom the letter is sent( {4 A ¥4 )

. job title of the person (Y4 A )3k %)

name of the company (X&) &)

. door number and street name( [ Ji§ 5 K #iE & FK)

P. 0. Box (if necessary) (HRBUSHH) (WG LE)

city, state and postcode (if necessary) (¥R Y (HEGR) (WNH HE)

g. country of destination (%A EEKAFK)

HWELUTHH

- 0 a 0o o

Mr. James D. Keats

General Sales Manager ( Import)

W. Brownlaw & Co.

P. 0. Box 62, Kirkcaldy

Fife, Scotland

b.

Mrs. George Allen

The Principal

The College of Culture and Language

52 Fruitdale Street,

lowa City, IA 55240 -4761

Attention Line 35 EWEAMS

YEE AR BRENA DRGSR A SR AR 8 H 7R E N ok RFRIE
%5 ElcfE NSERTT, 0.

a. Attention: Mr. John P. Rogers, President

b. For the attention of Mr. James P. Dahl

c. Attention: Personnel Department

Salutation FRIF

FRIFS (5 AXTUUE AR EFR . FROF—MRAL 1 4 otk 8RS R WS A\ 48 19 1 1 A9
1.8 ENENTRER, EFENEESHES, FRIFLLLDear” k.

a. Dear Sir; / Dear Madam .

Dear Sirs: /Dear Mesdames :

Dear Mr. Smith: / Dear Ms. Alexander: / Dear Mrs. Donovan: /Dear Miss Essiet;
Dear Felix Bryan:

&0

e. Ladies and Gentlemen .

Subject Line ARk

Rl £ 4 o " RN 0 R — B T RS TERRIR R SO, DG A A S B
— 6 —



Unit One Elements of Business Letter Writing

(8)

(9)

MEFHNER, OEMTRAEN, FHERNE, AARLNEK BB GRS E
FRUES % EpAT,

a. Subject; Parts for Machine Type A - 104

b. Re: Electric Saw

c. Your order No. ZHFL -89 -1024

Opening Sentence FF3ki&

IM|EFLBEREGFABBRGEABP RS AEAESEREIR, X770
HEIE R STHEETE K R R H KGR R, AR LB AR RN A,
HEEXRABHEWEE, FLE-RAR—BSEXDIT. W:

a. Dear Sirs:

We thank you for your quotation of February 14 for 2,000 Panasonic 3488 coulor TV.
We find your price satisfactory, however, we would give our suggestion of an alteration
of delivery date.

We are now. ..

b. Thanks for your letter of Januaary 10, in which you indicate that you have not yet
received your order of “McCormick”, and in which you stress your urgent need to stock
the captioned goods, for Chinese Spring Festival is coming.

It is very surprising and regrettable that. . .

Body iEXX

EXREOFE, BE TSRS EANRA B EBE BRE, EXRREMFL
ETHE. BRKMET USRS TR, 58— FEML R, FX#d—"®LL
B, N TESE T BB A TS BB, 0.

~a. Ms. Nancy Coe

Page 2

January 20, 2004

b. Page3

Vermeer Manufacturing Company, Feb. 1, 2001
c. -4 -

Mr. David Coe March 5, 2002
WAt RS HENXRRET TS , 155 0 REE T R

a. clearness b. correctness

c. conciseness d. considerateness
e. completeness f. conscientiousness
g. concreteness h. character

i. courtesy j- concinnity

(10) Closing Sentence %53 iE

ZHGE A BRSSP IR R BT, TS AR A BER, A BREIEXZER
E——&o ﬁﬂ:
a. Please be assured that your order will receive our careful attention.

_— 7 —



