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Part One Business Letter Writing

Unit One Structure of a Business Letter

Structure

A business letter composes of 14 parts, with the underlined parts as obligatory and the
italicized parts as optional.
AR — e 14 DFR A AL, LUT IR i3 A0 R B A 4 AR, BHATR 2 vl AR 4
LERT M
(1) Letterhead {53k
(2)Ref. No. RX 5

(3)Date HHj

(4)Inside name and address {g PN 4 BRFIH4E
(5) For the attention of... FEA8++»+: S|

(6 ) Salutation FRFF .

(7) Subject line R

(8)Body of the letter JE3C
(9) Complimentary close %5 ER#1E
(10) Signature %45
(11) Per pro. 0%
(12) Enclosure FftH{4
(13) Carbon copy ¥hi%&
(14) Postscript it =
1. Letterhead =3k
s Expression of a firm’s personality
&3kt wl At
® Name, address, postcode , telephone , telex , fax , logo , etc.

AFR Sk BRG RIE ER RES




EfrERA S

® Printed in the center or on the left margin at the top
— B ENFEfR AR BT R REE LA

® Or write at the right margin by hand on a piece of blank paper

MRTENEREEA LA
Samplel

Richard Thomas Co. Ltd.
246 Victoria Street
London E. C.4,England
Tel ;01 —2377 — 252 Telex :9776645
Cable Add; WEAVEWELL, London

Sample 2
Richard Thomas Co. Ltd.
246 Victoria Street
London E. C. 4 ,England
Tel ;01 —-2377 -~252 Telex:9776645
Cable Add; WEAVEWELL, London
Sample 3

Richard Thomas Co. Ltd.

246 Victoria Street

London E. C. 4 ,England

Tel:01 —2377 — 252 Telex ;9776645
Cable Add: WEAVEWELL, London




Unit One Structure of a Business Letter

2. Ref. No. &L RS

® Two lines below the letterhead or occasionally two lines below the signature on
left margin
BT HEPAT BN ERES L T ERT LM TSR
= A number + capitalized initials of the dictator/typist’s initials in small letter
BT+ REANRLBETFRHORE/ATFRELZETFH/NE
E.g.
386 BS/jg or BS/jg 386
Black Smith sends the letter, James Green types it

» Capitalized initials of the dictator/typist’s initials in small letter
RENGELAEFHORE/TFRABLEFH/NE
E. g '
JS/js

James Smith sends the letter and types it by himself

u Occasionally only a number
LB TINERF
® Sometimes” Our ref. "and" Your ref. ”exist at the same time
BEHR IR XHRS” VR A XHS " RN
E. g
Your ref. :386 BS/jg
Our ref. :271 LXM/zy
3. Date Hf
® Double spaced below Ref. No. (if any) or letterhead
EXHE T EPATHALE (INRHMTE) REE L T SWTHRAE
® Write in full ,avoiding 3/8/2002 or 8/3/2002
SRR, BaMH
s Either cardinal(1,2,3,4,etc. ) or ordinal(1st,2nd,3rd,4th,etc. )
H 1 B w fsit P e i) ol ) 4 S 8500
® British form: August 3,2002/ August 3rd,2002
K E T : August 3,2002 F# August 3rd,2002
® American form:3 August 2002/3rd August 2002
2% 3 August 2002 5E 3rd August 2002
4. Inside name and address & & frFntpyt
® Typed at the left — hand margin two lines below the date
HIA T =W A
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EfFEMRE

= Name of the recipient ,name of the recipient’s company , address , postcode and country
LN ACNEILAS 5 N[ F ISP 3
E g
Mr, James Beeson
International Settlement Department
KPMG
462 Duke Street
London N. W. 4
England
(1) Esq. (for Esquire,Brit. )or Mr. ,for one man
Esq. BRAHE, FFRT Mr. , I THRB#%
E. g.
Mr. John Hayling;John Hayling, Esq.
(2)Mrs. for a married woman and Miss for an unmarried one, Ms. used for both
Mrs. 15 E W8t , Miss 3§ RIG Lotk , Ms. FI T X 5 7 S S0 IR LA 5 2 et
(3)Messrs. (for messieurs) , the plural form of Mr. used only for companies with per-
sonal names.
Messrs. &£ messieurs 455 , Mr. FIE B, R T LIA L R4 922 8] & BRab
E g
Messrs. J. Harvey & Co. ; Messrs. MacDonald & Evans
(4)Messrs. is not used in the following cases:
Messrs. ANEEFH TN 1ML
(D When an individual ,not a company is addressed
LR ARATIA R A6t
E. g
J. A. Simpson ; Lloyd , Harris & Brown
(@ When the company name is impersonal
HAFIHELAZ a2t
E. g
Utility Furniture Co.
@ When a title is already included
HERPE LA EHA kAT
E. g
Dr. H. Willis & Co. ,Ltd. ;The Vice President ;The Secretary
@ When the name begins with“The”



Unit One Structure of a Business Letter

242 PRAT A < xd i)
E. g
The Robinson Furniture Co.
5. For the attention of... FE3z----- Irig
= Direct the letter to a particular member or department of the organization addressed
REEDPAEZRI THRENAE
® Two lines below the inside name and address,usually underlined
TEfE N A FRAIHHE T PIAT 38 B ELk
® Attn. ; = ATTENTION: = For the attention of
E. g

Mr. James Smith

The Ajax Electrical Co, Lid.
Fernhall Drive

Redbridge, Essex 1G4 5BN
England

For the attention of Mr. T. Waterhouse

Dear Sir,

6. Salutation FxFE
® Two lines below the address or attention if any

b B B (SRR ) FEmfr
® Followed by a comma or colon

FHEAESHES
(1) Begin with“Dear...”

i Dear” 7 3%

(2) Names unknown but gender known; “Dear Sir,” or* Dear Madam 7

P 5 H138 2 F AR H3E B “ Dear Sir, ” 8 “ Dear Madam ,”

”

(3) To the company as a whole: “Dear Sirs,” ,“Dear Mmes,” or* Gentlemen”
WS I BB R B IR 18F, B Dear Sirs,” , “ Dear Mmes, " 2 Gentlemen”
(“Dear John Smith,” does rarely occur. Use “ Dear Mr. Smith,” “ Dear Mr. John
Smith” ) '
(AR FHAERTFRNERRL, - BEEALIM LML ") KINE (52
John Smith B5R R F“ Dear John Smith” , fiij {# i} “ Dear Mr. Smith” B “ Dear Mr.
John Smith”.



EFFERRE

7. Subject line & K Fr&

s Two lines below the salutation ,usually underlined

FEFRFE T RATE F N T R

= Enable the reader to identify the topic of the let;e'r at a glance

YER T B A— B TREAHRBLRE

® Re. : = Subject: = Subj. :
E. g

James Smith

The Ajax Electrical Col, Ltd.

Fernhall Drive

Redbridge , Essex [G4 SBN

England

For the attention of Mr. T. Waterhouse

Dear Sir,

Subject ; OQur Contract No. 2354. Your L/C No. 2561. Sewing Machines

Thank you for your...

8. Body of the letter iFC

= Double spaced under the salutation or the subject if any
PROF T PAT B T AT (R A)

® Where the intent of the letter is described in detail
(R ER SRaE S [N EN

® Can be long or short in nature depending on the issue
WHRAR M SCBR R A E R K B4

9. Complimentary close Z5E#iE

® Two or four lines below the body of the letter
IEJCF PATE AT &

= Suit the occasion and match the salutation
BAE ST SRRV R

= Must be followed by a comma
JRELRAEES
(1) AR # ; Dear Sir(s)/Madam; Gentlemen;




Unit One Structure of a Business Letter

“Yours faithfully, ” 8 “Faithfully yours,” ——3& B '
“Yours truly, ” 8 “Truly yours,” ——FEfIME X
(2) A9 : Mr. Smith; Dear Ms. Smith; “ Yours sincerely,” “Sincerely yours,”
“Yours truly, ’t B Cordially,”
10. Signature and official position % & F1ER{i
® Two lines below the complimentary close
TS RMUE T WAT
= First signed by hand in ink and then followed by the person’s typed name
ARTEHBEES, TE—-TRITHNEA
= Then followed by the job title or position
BT AT RO HRAR
E. g
Yours truly,
(sign by hand)
Tom W. Weston
Vice President,
ABC Company
11. Enclosure Bft{$
= Two lines below the signature on the left margin
B2 T BT S A M TS
m Indicating what other documents or materials are attached with the letter
T B 45 v R B0 A SO B0p 6
E. g
Encl. :3 catalogues
Enc. ;1 invoice
Encls. :as stated
12. Carbon copy #pi£
® Two lines below the enclosure
M T ®AT
8 Send the letter to others at the same time
R F—BHF RS R R A T HALA
® cc. or c. c. (carbon copy ) ;the notation is typed on both the originals and the copies.
. All the receivers know clearly who get the letter.
oK BT A B R B E A A B A b, BR B {5 A SR 75 28 M M SR et A
WE T E

7



BEiRERRSE

® bee. (blind carbon copy) :name of the recipient of the copy is specified on the copies
only. Only the sender of the letter and the recipient of the copy know who get the let-

ter.

bec. (R E) (BIA MM A4 AR AP B, Btk B R4 AR A
HANFE WS T

= If you do not want the addressee to know that someone else is receiving a copy,do not
include this notation on the original copy.
MR EZEAARBILBAE N IE B A H A BBE 0B, B4 b a7 LR
I

13. Postscript &

® Two lines below cc. ,if any
WRETE, MAESE T BAT

= Common in personal letters

FANAG P HEBH A

® Not used in business letiers except the following cases:
TEAXERPREBAEL T RAHERLT -

(1) Some executives add some personal touch to the typewritten letter in pen

and ink.

EBEAFERM—EMAGL

E.g.

P. S. To see you at the Annual Sales Meeting at the Hillside Plaza on
January 10.

#A11 A 10 S7£ Hillside K& H4F B 8 WA
(2) Writers of sales letter give some convincing points for the products.

WHFEHRE AN — L ERER UMER =R EF RS
E.g.
P. S. I understand the special entertainment is great.

NP B R Rk TR AR B 1

Exercises

I . Multiple choice
1. is the most important part of a bank letter.
A. Subject B. Body C. Complementary close D. Signature

2. includes name and address of the receiver of the letter.



Unit One Structure of a Business Letter

A. Inside address B. Letterhead C. Signature D. Postscript

3. The letterhead includes name and address of the of the letter.

A. mail carrier  B. reader C. sender D. receiver

4. helps to tell your reader what your leiter is about. It is usually short bhut
clear.

A. Subject B. Body C. Attention note D. Enclosure

5. In the date line, do not write a to indicate the name of month, while the

date and year can be written in .
A.word ,words  B. figure,words C. word ,figures D. figure , figures
Il . Please work out the Ref. No. according to the following information
Suppose George Williams sent a letter to John Smith, typed by Gary Peters, the refer-
ence on John Smith’s reply would be like this(Louis Brown typed it for John)
IlI. Translate the following inside names and addresses

L. p B SR 1T B Bl 25 BR Bk B S A i, JE I T P 3R X A 24T T kA 30 &,

BE 4% : 100031

2 RRMMERR B, L EHTENT TR KA 2 2, IRE 45
75100031

3. NI B A R A R EL I, IT T4 T T A E X SCik i 28 2, BR B 44
75.110117

4. R EAT RS E I, PEICE T IR X SRR 25 2, B4 100033
5. FEF YR A B, T EICEEE A KRR 19 Spgi A, k% 100005
I¥. Correction
1. Dates
(1)08/12/09
(2)2009,10,08
(3)11 ~16/08
(4)11/29,09
(5)9th, September ,2005
(6) March, 10,2005
(7)2005,12 -23
(8) June 06/09
2. Complimentary close
(1) Yours faithful
(2) Your Sincerely

(3) Yours forever



EFERIRE

(4) Your sincerely
(5) Sincerely your
V. Please fill in the blanks with the words given and make changes if necessary

regarding, express, right - hand, replace, spell, full , cardinal , type

The date line is generally 1 two lines below the letterhead. The date line may start

from the left margin ,or appear on the right — hand side, with the last figure serving as a guide
for the 2 margin. 3 the date line,you should pay attention to the following points:
a. YEAR should be typed in 4 ,never abbreviated. For example ,03 can’t _ 5 2003.

b. MONTH are preferably 6 out in figure,so as to avoid confusing. For example , No-

vember 12 or December 11.
c. DAY may be 7 either in cardinal number,e. g.1,2,3,4...0r in ordinals, e. g.

Ist,2nd,3rd,4th...If ordinals are used, you should pay attention to the numbers’ different

endings. To avoid making such mistakes,use 8
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Unit Two Format of a Business Letter

Format
1. Indented style( 48iH#=) -

Letterhead

Ref. No.
Date
Inside name and address
For the attention of

Salutation

Subject line

Body of the letter

Complimentary close
Signature

Encl.

cc.

P.S.




EFRGRMRE

Sample

STANDARD CHARTERED BANK
HONGKONG MAIN OFFICE
15 QUEEN'S ROAD CENTRAL, HONGKONG

Your Ref. No. 0C40186266
Our Ref. Mt100 0136 2514

Feb. 25,2010

B-185-92

Bank of China,Guangzhou Branch
197. Dongfeng Road

P. 0. Box No. 16

Guangzhou, P. R. China

ATTENTION : International Settlement Dept.

Dear Sirs,

Subj. : Collection

We refer to your letter dated June 27, x x x concemning the above collection for USD 14 275. 00.

After research, we have found that the said amount was transferred on Jan. 20 ,by our New York Branch to Bank of
China, New York ,for credit of your Head Office, Beijing in your favor. A photo static copy of the confirmation of the
transfer is enclosed.

We suggest that you contact your Head Office in order to obtain their confirmation that their-account has been cred-
ited for USD 14 275.00 through Bank of China, New York at the above date.

We look forward to your confirmation.

Yours faithfully,
Henry E. Denman( 84K )
Henry E. Denman( fTE3{k)
Foreign operations department
Encl. : ( as stated)

cc. : BANK OF CHINA, Beijing Head Office

P.S. .




