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After learning this unit, students should be able to:

® [earn about the functions the business letter and its importance in business
activities;

® Know principles of the business letter writing:

® Get familiar with the layout of a business letter;

® Master useful sentences and words in writing business letters.

2 dRelated[Businesslknowledge

A business letter is a formal means of communication between two people,
a person and a corporation, or two corporations.

Nowadays millions of business letters are being sent by fax or E-mail
to carry out business routine. All these faxes or E-mails are on the basis of
writing skills in business letters. Good writing may lead you to gain more
opportunities, and is also the step stone to success, while bad writing may cause
misunderstanding, conflicts, even
miserable business war. So when
you are writing business letters,
you should be careful enough

to expressing your meaning in

correct words and expressions.
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0 The Principal Parts of a Business Letter

A business letter consists of seven principal parts: letterhead, date, inside
address, salutation, body of a letter, complimentary close and signature.

1. Letterhead

Letterhead should appear at the head of the first page of a business letter. It
includes the essential particulars about the writer — the name of his company,
the full address of the company, postcode, telephone number, fax number,

internet address and e-mail address.

SHANGHAI FOXBORO COMPANY LTD.
166 Caobao Road, Shanghai 200233, P. R. China
Tel: 021-61234567 Fax: 021-61234666 E-mail: abcsale@163.com

2. Date

Date is generally typed two lines below the letterhead. It may start from the
left margin or be aligned with the right margin. Usually there are two styles in
which business letters are dated.

(1) The American style

¢ month, spelled out in full;

¢ day of the month, in digit, without th, nd, etc., followed by a comma;

¢ year in digit.

For example: September 10, 2012; October 4, 2013.

(2) The British style

¢ day of the month, in digit;

¢ month, spelled out in full;

# year, in digit.

There is no comma between the name of the month and the year.

For example: 10 September 2012; 4 October 2013.

3. Inside Address

The inside address usually consists of name of the person to whom the
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letter is sent (often with a social title and his or her company title), the name of
the firm, and the mailing address of the firm. It appears exactly the same way as
on the envelope, but not in all capital letters. The inside address is often put two

lines under the date line, aligned with the left margin.

Mr. Roland Smith, Sales Manager
ABC Company

123 Berry Drive

Minneapolis, MN55667

USA

4. Salutation

A salutation is the complimentary greeting with which the writer opens his
letter. It is placed against the left-hand margin with at least two lines below the
inside address and two lines above the body of the letter. In a very formal letter,
you always need to address the reader with his/her surname, such as “Dear Mr.
Smith”, “Dear Ms. Green”. If you have a close relationship with the receiver,
you can use his/her first name such as “Dear Eager” or “Dear Jennifer”. Be sure
to salute to the correct addressee appeared in your inside address. Salutations in
business letters can be followed by a comma or no punctuation at all.

5. Body of a Letter

This is the most important part of a business letter. And the following parts of
this book will offer detailed advice for making this part as effective as possible. It
usually begins two lines below the salutation, or below the subject line, if any.

6. Complimentary Close

The complimentary close, like the salutation, is purely a matter of
convention and a polite way of ending a letter. “Yours faithfully”, “Yours truly”,
“Cordially yours”, and similar expressions are usually used. Nowadays, “Best
regards” is a customary ending. The complimentary close is placed two lines
below the final line of the body of the letter against the left-hand margin or on

the right, according to your firm’s or your own preference.
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7. Signature

The signature can include the name of your company, your signature, your
typed name, and your business title, which is usually followed by the name of the
department you represent. It is generally placed two lines immediately below the
complimentary close, against the left-hand margin, in the center or on the right of

the page, depending on where the complimentary close is placed.

Yours faithfully,
Michael Chen (signature)
Michael Chen

Sales Manager

o The Optional Parts of a Business Letter

Apart from the above seven essential elements, a business letter can include
some optional parts: reference number, attention line, subject line, enclosure,
carbon copy notation and postscript.

1. Reference Number

Reference number is used for reference, quoting or filing. It may include a
file number, department code or the initial of the writer. It is marked “Our ref.”
or “Your ref.” to avoid confusion. Its specific position is right below the writer’s
address and above the date.

2. Attention Line

The attention line is used to direct the letter to a specific individual or section of

the firm. It generally follows the inside address and two lines above the salutation.

China National Machinery Import & Export Corp.
36, Jianshan Road

Dalian, 116023

People’s Republic of China

Attention: Mr. Wang, Export Manager
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3. Subject Line

The subject line gives a brief indication of the content of the letter. It is
placed two lines below the salutation and above the body of the letter. The line
may begin with or without the word “Subject”, or be typed in block letters, as

preferred. It can also be underlined so as to arrest the reader’s attention.

Subject: Proposed delay of the delivery
Re: Proposed delay of the delivery
SUBJECT: ACCOUNT NO. 689

4. Enclosure

The enclosure indicates something is enclosed with the letter — such as a
bill, catalogue, brochure, etc. It is placed two lines below the signature. The word
“Enclosure” can be shortened to “Enc” or “Encl” and followed by a period or

colon. If necessary, you may list the enclosed documents or matters.

Encls: 2 commercial invoices
Enc: 1 B/L
1 certificate

5. Carbon Copy Notation
If the copy of the letter is to be sent to a third party, type “cc” or “CC” two
line-spacing below the signature or immediately below the enclosure at the left-

hand margin.

cc: Dalian Branch

CC: Jean Kipman, Vice President

6. Postscript
When you find something forgotten to be included in the letter body before

the envelope is to be sealed up, you may state it in a postscript. The adding of a



K R

“P.S.” should, however, be avoided as far as possible, since it may suggest you
fail to plan your letter well before you write it.
If unavoidable, write the “P.S.” two lines below any other notations, and

flush with the left margin.

@ The Formats of Business Letters

There are several acceptable formats of business letters. All serve the same
purpose: to tell the reader when, where, and by whom the letter is written, exactly
for whom it’s intended, and how its writer should be addressed in reply.

The common formats of business letters are:

1. Full Block Format

Sample

Letterhead
Date:
Inside Address

Salutation,
Body

Complimentary Close,
Signature
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2. Semi-block Format T Tk e ;
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4. Conventional Format L (41

Sample S’

@ Envelope Addressing =

Accuracy, clearness and good appearance are the three important
requirements of envelope addressing. SR

Ordinarily the return address is written in the upper left corner of the
envelope. The name and address of the receiver should be written above half way
down the envelope. ftos

The following two formats are usually used in envelope addressing:

1. Block Format ) 1]

Sample )




Unit 1 Essentials of Business Correspondence [l

: Stamp

China National Machinery Import & Export Corp.
36, Jianshan Road

Dalian, 116023

People’s Republic of China

P&G Company
24 Madison Avenue
Columbus, OH 43004
U.S.A.
2. Indented Format
Sample
Stamp

China National Machinery Import & Export Corp.
36, Jianshan Road
Dalian, 116023
People’s Republic of China

P&G Company
24 Madison Avenue
Columbus, OH 43004
U.S.A.




Bl

0 Faxes

Nowadays, faxes are widely used in trade communication. The format used
for faxes varies greatly. Different companies have different styles of formats for
their business persons to use. However, the official fax forms of a great number
of firms include the company logo, or at least the firm’s name, which is in large
print. The conspicuous “Facsimile”, “TELEFAX”, “Telefax Message” or “Fax
Message” takes an attention-grasp line. Besides the company logo/ name and
one of the telefax titles, all fax forms contain lines or boxes for the addressee, the

writer and the date, as in the following example:

Letterhead

Date:

Facsimile

To:

Company:

Fax No:

Pages:

From: Page 1 of 2

Dear s

® Body/Message

Yours sincerely,

(Signature)

D Emails

Although in the past people could not even imagine the wonders made
by modern electronic and computer technology, these tools are now nearly

indispensable in modern offices. The full name of Email is “electronic mail”. It
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