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/ ) ) Chapter 1

Layout of Business Letters

1. Introduction

Every well-constructed business letter is made up of the seven parts as follows: the
letterhead, the date, the inside address, the salutation, the body, the close and the
signature. Some business letters may include such optional parts as the attention line, the

subject line, the enclosure notation and the copy notation.

2. The Ways of Writing Business Letters

The principal parts of a business letter

2.1 The Letterhead

The letterhead includes the sender’s name, the postal address, the telephone number,
the fax number, the e-mail address, etc. Usually the letterhead is printed in the up-center
or at the left margin for full block style or at the right margin for indented style and typed

in more than two lines.
2.2 The Date

The date should be typed in one line. It may be expressed either in cardinal numbers,
e.g. 1,2, 3... orinordinals, e. g. 1st, 2nd, 3rd.... The months are preferable spelled
out in full and not abbreviated, e. g. December for Dec. and the -st, -nd, -rd or -th that
follows the day can be omitted. It is preferably typed in the order of D/M/Y: day, month
and year; but in practice, quite a few people write the date in M/D/Y order. The date line
may start from the left margin for full block style,or end with the right margin for indented

style.
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2.3 The Inside Address

The inside address of the receiver is typed at the left-hand margin below the date. It is
exactly the same as that on the envelope. The ordinary courtesy titles are used to address
one person, e. g. Mr. C. E. Eckersley.

After the name, his or her official position should follow, if there is any. For example,

Mr. C. E. Eckersley, Director/ President.

2.4 The Salutation

The salutation is the complimentary greeting with which the writer opens his/her
letter. The salutation is typed two lines below the inside address. The usual salutation in
British business letters addressed to a company is Dear Sirs, while the most common one in
the U, S. is Gentlemen.

Dear Sir or Dear Madam is used to address a person whose name you do not know.
When you know the name of the person you are writing to, the salutation takes the form of

Dear followed by a courtesy title and the person’s surname: Dear Mr. Eckersley.

2.5 The Body

This is the main part of the letter. It is typed two lines below the salutation, or below
the subject line, if any. It expresses the writer's idea, opinion, purpose and wishes, etc.
When writing, pay attention to the following:

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

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

In letters of average length, paragraphs are single-spaced and between paragraphs

double spacing is used.

2.6 The Close

The complimentary close is simply a matter of custom or a polite way of closing a
letter, which is typed two lines below the final line of the body of the letter.
The expression used for the complimentary close must match the salutation as the

following table:

Dear Sirs / Mmes

Dear Sir/ Madam Yours faithfully/ Faithfully yours

Ladies/ Gentlemen Yours very truly/Very truly yours
Dear Mr. Smith Yours faithfully/ Yours sincerely/ Best wishes /Kind
Dear Ms. Johnson regards (U. K.)

Dear Mrs, Seaver

Dear Miss Malone Sincerely/ Very truly yours/Best regards (U. S, )




Part | Business Correspondence
WAIMAOHANDIANYUDANZHENGSHIXUNJIAOCHENG

2.7 The Signature

It is common to type the name of the writer’s firm or company immediately below the
complimentary close. Then the person who writes or dictates the letter should sign his/her
name, by hand and in ink, below it. To sign with one’s given name, e. g. David Smith or
Diana Jenkins, is preferable because the writer or dictator’s sex is so identifiable that his /
her correspondent is able to give him / her the right title when replying.

Since hand-written signature is iliegible, the name of the signer is usually typed below
the signature and followed by his job title or position. For example,

Yours faithfully,

The National Transport Co.

(Signature)

Wang Daming

Sales Manager

The optional parts of a business letter

2.8 The Attention Line

The attention line is used when the writer wishes to direct the letter to a specific
individual or section of the firm. It is generally inserted between the Inside Address and the

Salutation. For example, Attention; Mr, Smith or Attn: the Sales Manager or For the

attention of the Sales Manager.

2.9 The Subject Line

The subject line is actually the general idea of a letter. It is of vital importance in
today’s business correspondence due to the fast pace of business world. It is placed two
lines below the Salutation and above the Body either at the left hand margin (full block
form) or centrally over the body (other forms). The line may begin with or without the
word Subject or be typed in block letters. For example,

Dear Sirs,

Subject: Request for copy of invoice
In the e-mail, the Subject is above the Salutation.

2.10 The Enclosure

If something is enclosed with the letter—such as a bill, check, proof or copy of
another letter, note it below the Signature in the lower left hand corner. The word can be
shortened to Enc or Encl and followed by a period or colon. If necessary, you may list the

enclosed documents or matters. For example,
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Enc. Bill of lading (4 copies)
Commercial invoice (3 copies)

Insurance policy
Nowadays, many business letters are sent by fax or by e-mails,so the word Attachment

should be used to replace Enclosure.

2.11 The Copy Notation

When you want your correspondent to know that a copy of a letter is to be sent to the
third party, it is usual to indicate this by typing cc or CC followed by the name of the
recipient of the copy. The usual position is at the foot of the letter, two lines below the

Signature or immediately below the Enclosure. For example, CC Mr. William Carter,

Vice-President,

3. The Format of Business Letters

3.1 Full Block Form

In the full block form, every part of a letter is typed from the left margin. It is

convenient to be typed with a type writer; so it is often used in electronic correspondence,

For example,

ABC Textile Group B. V.,

Los Angeles 27524 California

The U. S

Tel: 02—123456

E-mail: 345678@ aol. com

Date: April 25, 2012

Jiangsu Textile Import & Export Corp.
201 Jianshe Road,

Nanjing, Jiangsu, China

Dear Sirs,
Thank you for your letter of April 18, 2012. We are a company that is engaged in importing clothing

items from your country.

We are interested in contacts as mentioned by you. Our Purchasing Manager, who is in Shanghai at the

moment, will contact you when he returns.
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Yours Faithfully,
ABC Textile Group B. V.
(Signed)

Johnson Smith, Manager

3.2 Modified Block Form with Indented Style

In the style, the sender’'s address is typed in the up-middle place. The receiver’s
address starts from the left margin. The Close as well as the Signature is typed from the
middle little toward the right. The layout of modified block form with indented style is

beautiful, so some businessmen use this style especially in printed letters.

ABC Textile Group B. V.
Los Angeles 27524 California
The United States

Tel. 02—123456

E-mail: 345678@ aol. com
Date; April 25, 2012

Jiangsu Textile Import & Export Corp.
201 Jianshe Road,

Nanjing, Jiangsu, China

Dear Sirs,

Thank you for your letter of April 18, 2012. We are a company that is engaged in importing clothing

items from your country.

We are interested in contacts as mentioned by you. Our Purchasing Manager, who is in Shanghai at

the moment, will contact you when he returns.

Yours Faithfully,
ABC Textile Group B. V.
(Signed)

Johnson Smith, Manager

3.3 Modified Block Form

As the business letters are supposed to be simple and clear, the modified block form
and simplified form come out. In the modified block form, all the parts start from the left
margin, except the date, the close and the signature which are positioned the same as that

in modified block form with indented style.

ABC Textile Group B. V.
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Los Angeles 27524 California
The U. S
Tel: 02—123456
E-mail;: 345678@ aol. com
Date: April 25, 2012
Jiangsu Textile Import & Export Corp.
201 Jianshe Road,

Nanjing, Jiangsu, China

Dear Sirs,
Thank you for your letter of April 18, 2012, We are a company that is engaged in importing clothing

items from your country.

We are interested in contacts as mentioned by you, Our Purchasing Manager, who is in Shanghai at the

moment, will contact you when he returns,

Yours Faithfully,
ABC Textile Group B. V.
(Signed)

Johnson Smith, Manager

3.4 Simplified Form

Simplified form is somewhat like full block form, but some parts are omitted, such as

the salutation and the complimentary close.

ABC Textile Group B. V.

Los Angeles 27524 California

The U. S

Tel: 02—123456

E-mail: 345678@ aol. com

Date; April 25, 2012

Jiangsu Textile Import & Export Corp.

201 Jianshe Road,

Nanjing, Jiangsu, China

Thank you for your letter of April 18, 2012, We are a company that is engaged in importing clothing

items from your country,




