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UNIT ONE

BASIC KNOWLEDGE
OF
BUSINESS LETTER WRITING
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1. Form and Structure of Business Letters
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1. Form

B

(1)Full block form F LK
Blyco Textile Group B. V.
Ossterstra 2,7524DZ Enschede
The Netherlands
Tel. 53-8774
Telex: 45635
Fax; 53-333117

~ Your ref. C9246
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Qur ref. bwbw

Date, April 24,1992

Xi'an Textile Import &. Export Corp.
108 LianHu Road,_

Xi’an, Shaanxi, China

Dear Sirs,

Thank you for your letter of April 18, 1992, We are a company that

is—— for years already engaged in importing clothing items from

your couniry, although not from Xi'an.

We are interested in contacts as mentioned by vou. Our Purchasing
Manager, who is in Hong Kong at the moment, will contact you when

he returns.
With kind regards.

Yours féithfully ,
Blyco Textile Group B. V.
(Signed)+-+

J. Kistemaker, Manager

In the Full block form, every part of a letter is typed from the left
margin. It is convenient to be typed with a typewriter but the layout is
not so beautiful. So.some businessman use a modified block form with

020



inﬁemed style.
(2)Modified block form with indented style (B&5

Blyco Textile Grorp B. V.
Osstetstra 2, 7524DZ Enschede
The Netherlands

Tel. 53-8774

Telex; 45635

Fax; 33-333117

Your ref; C9246 Our ref, bwbw Date. April 24,1992
Xi’an Textile Import & Export Corp.
108 LianHu Road, ’

Xi'an, Shaanxi, China

Dear Sirs,

Thank you for your letter of April 18, 1992. We are a company that

is

for years already engaged in importing clothing items from

vour country, although not from Xi’an.



