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The Layout of a Business Letter

FEERRREE  onssiivnisssansio gasnns ernsessnmsmns conmes Soaiess FeNams 4880 s LIKKES SOREHRTHSLASS SRENDH E5AERH LD (1)

Chapter One Establishing Business Relations

BB FETTAPSEIETR covveeeeerrrerie ittt e e sttt e e e st ar e e e e eaaaeaeeeeaareeeeeas (10)
LeSS0I ONE »++etseeerasserssssnssssonssrssonssanannnsssassnnsnsssossasssasssssassesssnnnnanssessne (12)

(A) Request for the Establishment of Business Relations
(B) Reply to the Above

Tioaaom TWa: »seseuessesseasvs sasssn fominn b ssisioes Soissis sEvess SHATr & aliiamgioam v s ossFoss smemnanmn (18)
(A) Self-introduction and Sending Materials
(B) Reply to the Above

Teua0tl THICE:  (svoses sosmossssninss soiners sisinns sl Sames 5 55605 Hoi5m0 8 S0NMinE S 505 484000 5 meimpm mmsb g (24)
Making a Self-introduction

Chapter Two Enqﬁiries

(A) An Enquiry for Men’s and Ladies’ Sports Wear
(B) Reply to the Above

o80T IV i 5 iFsensssnss swbosas nisams ponsins » soinis e sasisns ssisiees sieonin s saiilins v apldsuEBss vauuing (38)
(A) An Enquiry for Electric Fans
(B) Reply to the Above

TEEEOTIRARE 3+ § roreie se S vis smmssresmeime sursaiwe s sismiewe s Sy aocome mpomehie s b oma s cas s Syarbs o b (45)
A Specific Enquiry for Children’s T-shirts

Chapter Three Offers
BEBE B fif eeereeeeeesiiniecesiinitesiessetsessiessnntessasanganeassessanidesesisanaesesssiberses (50)
R Rl S a2 seseiommimisnos b A o 6855 i it o e e twmsrsire g ol b ol i (52)
(A) A Quotation for Mountain Bikes
(B) Reply to the Above
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(A) An Offer for Ladies’ Shoes
(B) Reply to the Above

Bilanomt) INERE ~+++++4ss+sssssssss00rsvisssnsensssresnvessannansunnensanson drbpsasasnesasasessnurssereee

Sending a Proforma Invoice

Chapter Four Counter Offers
%mﬁ w® ﬁ R R RE R R
LLoagon Tem  ++eoessesrseressesssssssassosssnssessssasssssossannnnaasasasasssasssssesessssssssrannannss
(A) A Firm Counter Offer for Storage Box
(B) Reply to the Above
Lesson Eleven ceccceeeccereenntareeanttoiutietcrantationatonntonscsenesnentonnsonssonssontcssncsens
(A) A Counter Offer for Flash Disk
(B) Reply to the Above
Lesson Twelve ceccecerrreeeeaneccasccancnccens e e Se e B ETEEE SR NS 8NN S e S O HRRNB P08 HE SN

Making a Concession

Chapter Five Orders & Conclusion of Business
BEFEE  JTHARIRAS «-voveersesressssessesessesssisa s
Lo Thittpen  sviesssnsesiotesss cssnsonisnssssasessssnss sonnmnbpsenonibbibioiiose.Boadsllitinmios
(A) Placing an Order
(B) Reply to the Above
Lesaon FOUTLEEN ++cessessssesssosesesssssssusnsessusssssorsasansananasssssssssaatvsosssnossansassess
(A) Placing a Duplicate Order
(B) Reply to the Above
Tioastn Fiftpens  #+»essssinssainssnadununuranve vnsssssannsossssvnsansanondonss sonnnssoridsosiobbdeld
Sending Countersigned Contract

Chapter Six Payment
BEACEE T b cveereeeereeeeee e
LeSSON SIXLEEN  +oeceestersrnsensansentetestaettsntontontontontontertontconssntentencencsessoseses
(A) Asking for Easier Payment Terms
(B) Reply to the Above
LeSSON SEVENLEEN  «+ertereessensansensenteteentsntontantentontottntsncsntontonconsontonessnenses
(A) Asking for Payment by D/A
(B) Reply to the Above
e T e T L L L
Arranging Payment by T/T

-



Chapter Seven Letters of Credit

BEEE  fERIIE rooreeeereereene e et (131)
LeSSON ININELEEN ¢+t +veeserereraratruruturneeisiesatsresucessesssnsarnsnseresesencncnsnsnsesensns (133)

(A) Rushing the Establishment of an L/C
(B) Reply to the Above

Lesson TWenty — +eeceeceseeeeetrtntutiiiiiiiiiitiiiiitiiittettttnertiiieterearaeaeeaearanens (142)
(A) Making Amendment to an L/C
(B) Reply to the Above

Lb80001 TWEREADEE | »+-nrwresseronboncuns snomen sonnsn sasuns ssossshnihon oo o nd s inin il odamns (149)
Asking for Extension of an L/C

Chapter Eight Shipment

BEINEE BE JB  ceeeerrererererrnmniiiiiceetetetn e se s seseee s e e ara et eseeeesenan (154)
Lesson Twenty-TWo  «ccceeeeecesuessetunssttuecsenunneetnnereranssesssssnesssessesssssssasesnns (157)

(A) Urging Shipment
(B) Reply to the Above

Tgaon. Tienty-Three «sa«sorestssoomes covens venvas vasaes i s svessbsnessss 4o svs sossins s6sin oss (165)
(A) Asking for Advancing Shipment
(B) Reply to the Above

Lesson TWenty-FOUr «++eeeeeseerusettnntetunitmuiinrriiieeeiiieeiiuetenseenasennnnsesnns (170)
Shipping Instructions

Chapter Nine Insurance
S A I s e oot s 1 v s SRR 55y e s e Ve b (173)
Lesson Twenty-Five «++eceeeserruitettuuiietiiiniiiiiiniiiien i eeeeennaseeenns (175)
(A) Asking Seller to Cover Insurance
(B) Reply to the Above
Leson TWeIty-Sixk «-+-cevesseorsssssrranesansnnsensnosssnasesosans snsassssssssssssaressnannneranns (182)
(A) Asking for Excessive Insurance
(B) Reply to the Above
Lignoth, TREALY-Beten iwsess ssmmmssisons semmmmernonsssbosarsononss somenss seonss esyoss sswns sssannsso (186)

Introduction to Insurance Practice

Chapter Ten Complaints & Claims
IR JRURRUBEE  coovscosoniamassnnsens cvanss susias sanasennnnes ransrnsasnasessands senmass ses (190)
Losson Twenty-Fight «s«sssesescsssnaciussoncosossssanrersesnassansssassenssssessssssnnsnsssnssses (192)
(A) Complaint of Wrong Goods Delivered
(B) Reply to the Above
Lesson Twenty-Nine ccceeeescesesestoncsontnnastaanscernnnsssesnseseesssssesssssssesssransssssane (197)
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(A) Claims for Poor-Packing
(B) Reply to the Above

Lesson Thirty «+-«++-seesseesssssosesusnntsonumontinttnsstiist ittt sttt
Lodging a Claim for Delay in Shipment

Appendix I  Useful Phrases and Expressions

B BPFHTAD eoeeveveserssseseneseses et
Appendix I The Main Ports in the World

B = tHRTEHEL  ceorceeccsccnmoiineee. wsvsusneas e nananets



The Layout of a Business Letter

f P 5K

Forms of a Business Letter

Today almost all the business communities recognize with one consent the significance of essential
communicating skills, for all business activities rely on the satisfactory exchange of informa-
tion. Although formality in business letter-writing is rapidly giving way to a less conventional and
more friendly style, the layout of a letter still follows more or less a set pattern determined by cus-
toms. Though choice of layout is a matter of individual taste, yet it is safer to follow those estab-
lished practice to which the business circle has got used, in order to avoid confusion and save
time for both the addresser and the addressee. It is a good plan to adopt one form of layout and
stick to it.

Basically, two main patterns of layout are in current use—the conventional indented style and the
modern blocked style. The indented style takes in the first line of each paragraph in the body of
the business letter. The blocked style has now come to be much more widely used than before,
because it is compact and tidy. Its outstanding characteristic is that all typing lines, including
those for date, inside name and address, salutation, subject heading and complimentary close,

begin at the left-hand margin and paragraphs are not indented. There are double spaces between
paragraphs.
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1. Indented Form (45i#=%)

EFC TRADING COMPANY
123 Backstreet, San Francisco, CA94112

E-mail; efctrading@ msn. com

September 23, 20..

William & Sons,
43 Butts Road,
Oxford, 0X4 2JR, UK

Dear Sirs,

500 Dozen Men’s Shirts

Thank you for your enquiry in your letter of September 2 for our Men’s Shirts.
We are now sending you our quotation sheet for your selection. We also airmail samples
and are sure that you will be satisfied with their superior quality.

We hope to hear from you soon.

Yours faithfully,
Gary Johnson
Sales Manager
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2. Blocked Form (5%3L=)

EFC TRADING COMPANY
123 Backstreet, San Francisco, CA94112

E-mail; efctrading@ msn. com

September 23, 20. .

William & Sons,
43 Butts Road,
Oxford, OX4 2JR, UK

Dear Sirs,

500 Dozen Men’s Shirts

Thank you for your enquiry in your letter of September 2 for our Men’s Shirts.

We are now sending you our quotation sheet for your selection. We also airmail samples and

are sure that you will be satisfied with their superior quality.

We hope to hear from you soon.

Yours faithfully,
Gary Johnson

Sales Manager

Parts of a Business Letter

Whether the indented style or the blocked style is used is determined by individual taste or
by a firm’s preferred style, whatever form is employed, an ordinary business letter consists of
seven principle parts

1. Letter-head ;

2. Date;

3. Inside name and address;

4. Salutation;

5. Message, or the body of the letter;

6. Complimentary close;
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7. Signature and position.

Sometimes your letter might contain some more parts, such as:
8. Reference;

9. Attention line;

10. Subject line;

11. Enclosures;;

12. Carbon copy notation

13. Postscript.

The following letter is designed to illustrate the position of each part mentioned above.

Guangdong Textiles I & E (Holdings) Corporation (1)
Guangzhou, China
Telephone: 86 —020 — 83558988 Fax: 86 —020 —8355900
http://www. gdtex. com - E-mail: gdtex@ gdtex. com

January 9, 20.. (2)
Your Ref. (8)
Our Ref.

Miracle Trading Company (3)
43 Butts Road, Oxford

0X4 2JR, UK

Attention: Purchasing Department (9)
Dear Sirs, (4)
Re ; Chinese Cotton Pieces Goods (10)

We thank you for your letter dated January 3. As requested, we are sending under separate
cover our latest sample books and price list for your reference. (5)

All prices are on CIP Oxford basis, subject to our final confirmation. Payment is to be made by
irrevocable L/C at sight.

As our products are enjoying fast sales, we would recommend you to advise us by e-mail if you
are interested in any of the items.

Look forward to your early reply.
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Yours faithfully, (6)
Guangdong Textiles I & E (Holdings) Corporation (7)
David Wang

Encl. (11)
Cc: Our Branch Offices (12)
BS: (13)

1. The Letter-head ({53k)
Letter-head includes the essential particulars about the writer; name and postal address,

phone and fax number, also e-mail address.

2. The Date ( H#)

The date should be typed or written in full. For the day, either cardinal numbers or ordinal
numbers can be used. However, there is a growing tendency to omit the ordinal suffixes
(e.g -st, -nd, -rd and -th) following the day of the month in the date line (e. g 3 May for 3™
May). So the recommended forms for dates are, for examples, as follows:

October 25, 20..

Never give the date in figures, for it can easily cause confusion. For instance, 6/5
20. . would mean “May 6, 20..” in Britain, but in the United States and some other countries it
would be taken as “June 5, 20..7 .

3. The Inside Name and Address (3} P94 FRAHAL)

It is the usual practice to include, in all business letters, the name and complete address of
the correspondent or organization for whom the mail is intended. We usually type the inside name
and address in blocked paragraph form at the left-hand margin of the letter. This helps to give the

letter a tidy appearance.

4. The Salutation (FRFE)

The salutation is the complimentary greeting with which every letter begins. Its particular form
depends on the writer’s relationship with the receiver.

For ordinary business purposes, “Dear Sirs”, “Dear Madams”, “Dear Sir or Madam” or
“Gentlemen” is used for addressing for two or more, as where a letter is addressed to a firm. The
salutation always appears on a line by itself and followed by a comma for “Dear Sirs” and a colon
for “Gentlemen” .e. g “Dear Sirs,” and “Gentlemen:”

The trend to use the salutation these days is towards informality, especially if the receiver is
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known to the writer personally. Hence the warmer greeting such as “Dear Mr. White” is used

widely, too.

5. The Message, or the Body of the Letter ( 1F )

This is the part that really matters. Before you begin to write, you must consider the following
two points

(1) What is your aim in writing this letter?

(2) What is the best way to go about it?

To write business letters effectively, you should be familiar with and follow certain essential
qualities of business correspondence, which can be summed up in “Three Cs” : Clearness, Con-

ciseness and Courtesy.

6. The Complimentary Close (45RH{iE)

The complimentary close is merely a polite way of ending a letter. It should match the form of
the salutation. The most common sets of salutation and complimentary close are :

Formal; Dear Sirs— Yours faithfully, Gentlemen— Yours truly;

Informal : Sincerely yours, Best regards, yours, etc.

7. The Signature and Position (%%E)

The signature is the signed name or mark of the person writing the letter and taking responsi-
bility for it, or that of the firm he or she represents. Because many hand-written signatures are il-
legible, the name of the signer is usually typed below the signature and followed by his/her job

title or position.

8. The Reference (%£5)
The references may include a file number, department code or the initial of the writer. They
are marked “Our Ref. ” and “Your Ref. ” to avoid confusion. They may be placed immediately

below the letter head.

9. The Attention Line (& FHI)
The attention line is used to direct the letter to a specific individual or section of the firm. It

generally follows the inside name and address.

10. The Subject Line (Z-f)
The subject is often inserted between the salutation and the body of the letter to draw the

receivers’ attention to the topic of the letter.

11. The Enclosure ( [fi{4)

Below the two line-spacing of the signature, the writer may indicate one or more enclosures
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in the letter by following any one of these examples:
Enclosure
Enclosures; 3 copies

Enc.

Encl as stated

12. The Carbon Copy Notation (#)i%)

When copies of the letter are sent to others, type “Cc” below the enclosure at the left
margin.

Notation for Cc would look like this in your letter:

Cc Guangzhou Branch Office

13. The Postscript ({75 )
If the writer wishes to add something he/she forgot to mention, he/she may type his/her af-
ter-thought two spaces below the copy notation. Try to avoid using postscripts as far as possible,

since it may suggest the writer fails to plan his/her letter before he/she writes it.

Envelope Addressing

The three important requirements of envelope addressing are accuracy, clearness and good
appearance.

The name and address of receiver start one third of the way across the envelope from left to
right and half down from top to bottom. Type the name and address of the sender at the left top
corner of the envelope and leave a blank space on the right for stamp. The following layout shows

where to write both the sender’s and the receiver’s names and addresses.

Stamp

Sender’s name and address

Receiver’s name and address

By Airmail
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e. g

Ms Amy Wang
GD Plus Textiles Company Limited Stamp
123 Xiaobei Road, Guangzhou, China

Mr. John Smith

William & Sons,

43 Butts Road,

Oxford, 0X4 2JR, UK

By Airmail

Exercises

I . Arrange the following in proper form as they should be set out in the letter.
. Sender’s name; Guangzhou C/Y Trading Company Limited

. Sender’s address; 123 Huangpu Road, Guangzhou, China

. Date; March 23, 20..

. Receiver’s name: P. Fellini Company Limited

. Receiver’s address: Via Nicolosi 5, 20121 Milan, Italy

. Salutation: Dear Sirs

. Subject; Teenage Fashion Sportswear

0 N N Lt AW N -

. The message:

We thank you for your letter of March 21 enquiring for the captioned goods.

The enclosed booklet contains details of all our Teenage Fashion Sportswear and will enable
you to make a suitable selection.

We are looking forward to receiving your specific enquiry with keen interest.

9. Complimentary close: Yours faithfully

10. Signature and position; Marry Yang, Marketing Manager

II. Address an envelope according to the following information.
Sender;  Paul Wang
GD East Trading Company Limited
123 Daxing Road, Guangzhou, P. R. China
Receiver; Tera Smith
Miracle Import and Export Inc.
89 High Street, Malacca, Malaysia
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By Airmail

Stamp




