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Unit One

The Make—up of the Business Letter

In a business letter, there are eight essential parts and five op-
tional parts.

Now,let’s see the structure of a business letter.

1. the Letter-head

The letter-head is usually printed on the letter-paper which is
mostly white and of quality. But the design of the letter-head may
vary. It is usually artistically designed and printed on thd page. The
position of the letter-head ,the size of type and spacing are a matter
of taste.

The letter-head includes the name, postal and telegraphic ad-
dresses, telephone, telex and fax numbers of the organization. On
some letter paper,it also includes the kind of business the firm is en-
gaged in and name of executive director of the organization , even
capital of the orgazation.

2. Reference Number (Reference Initials)

The reference number is used as a useful indication for filling
and for indicating the responsibility of writing and typing the letter.
It is often placed two lines below the the letter-head.

The reference number may consist of a number and/or the ini-
tials of the person sending the letter and the initials of the person

typing the letter. So, if Davis Black is the sender of the letter and
1



Mary Brown the typist,the reference number is set out like this:—-
Our ref. 345 DB/mb. Notice the sender's initials come first,in capi-
tal letter. The typist's initials in small letter ,after the bar.

The reference number of the letter under reply should be in-
cluded ,if any.as it serves as a guideline for filing by the recipent.
So.if Tom Wolf sent a letter to Peter Fox ,typed by Caty Grace,the
reference number on Peter Fox's reply would look like this:

Your ref: TW/cg

Our ref; 345 (the initials of the sender of the typist of Peter's
Co.)

3. Date

Usually the date is typed two lines below the last line of the let-
terhead. -

Note there are two ways in writing the date, the American
form(May 15,1993)and British form(15th May,1993).

You couldn’t abbreviate the name of the month nor show the
date in figures like 11/9/1992 nor 9/11/1992. In business letters,it
is vital that the date should be correct.

4. Inside Address

The inside address usually consists of the name of the person to
whom the letter is sent,often with a social title and his company ti-
tle,the name of the firm,and the mailing address of the firm.

The inside address is placed directly below the date at left mar-
gin.

When the receiver is a company , the inside address is written
like this:

The Acme Shoe Co,Ltd.

234 Piccadilly



London ., WN OBH

UK

'Messrs' is the plural form of "Mr'.and is used only when the
firm is named after one or more pcréons. e. g. Harrison, Smith;
Brown &. Sons,etc.

Messrs. Willian & Werner,

34, Tower Street,
Torento 1,
Canada

'Esq'is sometimes used instead of Mr for certain classes of per-
sons. e. g. judgers, magistrates, should always follow the personal
name,e. g.

Mr W. Bray

or W. Bray Esq.

. 'Esq’ is used in Great Britain.

When the letter is addressed only to an individual in the compa-
ny,the person’s name should be preceded by the courtesy title--Mr,
Mrs,Miss or MS.

Sometimes, his or her position--Drector, Manager, etc. is given
in addition to the company's address. Thus,if the firm or the ad-
dressee’s title is long,it may be typed on two lines. Indent the sec-
ond line two spaces;

Mr James Allen

Executive Secretary to

the Chairman

Martin &. Simnons, Inc.

234 Commonwealth Avenue

Boston ,MA 34567



U.S. A,

I the letter is addressed to the company but directed to the at
tention of an individual ,use ATTN ; (Attention line) ,the inside ad
dress is written thus:

The Acme Shoe Co. Lid.

359 Piccadilly

London, WIN OBH

UK

ATTN:MR Paula R. Scott

Account Department

5. Salutation (Greeting )

The salutation is the friendly greeting that precedes the body of
the letter. This should be made just under the inside address and
near the left margin, two lines below the inside address and two
lines above the body of the letter. The salutation should match the
name on the envelope and inside address,although the whole name
should not be written, e. g. +if the person you are writing to is
William T. Holraes, his name on the envelope and inside address will
be typed exactly in that way. You may write either 'Dear Mr
Holmes'if you don’t know him very well,or 'Dear Willian'if you do
know him. If you're addressing your letter to the company as a
whole,write 'Dear Sirs'or 'Gentlemen'.

6. Subject Line

Okccasionally , you may wish to highlight the subject matter of
your letter by writing a subject line. The subject line helps to tell
your reader at a glance what your letter is about. It also helps in fil-
ing. The subject line may include or omit the word 'Subject’or
'About’. Tt is usually placed either on the same line with the saluta-
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