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Unit One

Layout of Business Letters

Business communication is concerned with the successful exchange of
messages that support the goal of buying and selling goods or other services. There
are many forms being used in communication. It includes letters, telegrams,
telexes, cables and electronic correspondence. But it is clearly seen that the
business letter is still the main carrier of business communication. So it is of great
importance for students of business communication to master the skills of reading
and writing a good business letter that presents ideas interestingly and clearly to
enable readers to understand with the least possible effort.

A good business letter can play an important role in trade, increase friendship
and obtain complete understanding between the parties involved. Business letter
writing is one of the necessary business activities. Only when the letter conveys
the intended message faultlessly can it be regarded as an effective business letter.
So the following essential principles must be paid more attention to if you want to
write an appropriate business letter.

The Basic Principles of Business Letter Writing

Effective business letters should be easy to read and easy to understand. They
must be friendly and courteous. We should bear it in mind that business letters
play an important role in development of goodwill and friendly trade relationship.
Generally speaking, we need to apply some specific writing principles while
writing a business letter. They are: consideration, completeness, correctness,
concreteness, conciseness, clarity and courtesy.

1. Consideration

Consideration is an important rule of good business writing. The letters you

send out must create a good impression. Try to put yourself in his or her place to
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give consideration to his or her varied wishes, demand, interest and difficulties.
Emphasize the “You” attitude rather than the “I” or “We” attitude. Find the best
way to express your better understanding and present the message.

Compare the following pairs of sentences:

You-attitude We-attitude
Congratulations to you on your success. We’d like to send our congratulations to you.
You earn a 2% discount for cash payment. We allow you a 2% discount for cash payment.

2. Correctness

Correctness means not only proper expression with correct grammar,
punctuation and spelling, but also appropriate tone which helps to achieve the
purpose. It is likely to convey the real message in a way that will not cause
offence even if it is a complaint or an answer to such a letter. Business letters must
have factual information, accurate figures and exact terms in particular, for they
involve the rights, the duties and the benefits of both sides, often as the base of all
kinds of documents. Therefore, we should neither understate nor overstate, for
understatement might lead to less confidence and hold up the trade development
while overstatement would throw you in an awkward position.

3. Completeness

A business letter is successful and functions well only when it contains all the
necessary information. An outline helps to make the letter full and complete. See
to it that all the matters are discussed, and all questions are answered.
Incompleteness is not only impolite but also leads to the recipient’s unfavorable
impression towards your firm.

He may give up the deal if other firms can provide him with all the
information needed, or if he would not take the trouble to inquire once again.

As you work hard for completeness, keep the following guidelines in mind :
Why do you write the letter? What are the facts supporting the reasons? Have you
answered all the questions asked?

4. Concreteness
What the letter covers should be specific, definite rather than vague, abstract

and general. Especially for letters calling for a specific reply, such as offer,



