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Chapter I The Layout of a Business Letter

It is Commonly acknowledged that the layout of a business letter still follows a more or less
set pattern determined by custom. To follow established practice can avoid confusion and waste
of time for both the sender and the receiver. Sticking to the established practice will benefit a lot.

There are two main patterns of layout in current use:indented style and the modern blocked
style. The indented style is characterized by taking in the first line of each paragraph in the body
of the letter, five spaces for pica type and six for elite type, though deeper indentation than these
are sometifnes preferred. Letter Specimen of Indented Style:

The United Import Co. , Ltd.
48 Ashanti Road

ACCRA
Our ref;
Your ref;

May 20,19--
TTIANJIN IMPORT & EXPORT CORPORATION
45 BAODING STREET )
Telex:23234 TJTOY CN Telephone : 3102238
Dear Sirs,
Re :Our Order No. 1004 for 500 cases Toys

We wish to refer you to our Order No. 1004 for 500 cases of toys, from which you will see

that this order is placed on a C & F basis. -

As we now desire to have the shipment insured at your end, we shall be pleased if you will
arrange to insure the goods on our behalf against all risks at invoice value plus 15 % ,i. e. ,
£2 200. .

We shall of course refund to &ou the premium upon receipt of your debit noie or, if you like,
you may draw on us at sight for the amount required.

We sincerely hope that our request will meet with your approval.

Yours faithully,
The United Import Co ,Ltd.
(Sig)

manager
The outstanding feature of the blocked style is the commencement of all typing lines, includ-

ing those for the date, inside name and address, salutation, subject headmg and complimentary

close, at the left-hand margin without leaving spaces for pica type.



Specimen letter of Block Style

(1)TIANJIN CHEMICALS IMPORT & EXPORT CORPORATION
58 Nanjing Road
Tianjin China

Cable Add: “SINDCHEM?” Tianjin .

Telex;23223 TJCHM CN Telephone ;311290
(2 ' 3rd May, 1987
(3)Messrs,J. Brown & Co.

143 Eastcheap

London,E.C. 3
(4) Attention : Import Dept.
(5)Dear Sirs,
(6)PHARMACEUTICALS
(7)We thank you for your letter of April 21.

In compliance with your request, we are sending you here with a copy of our latest price list
for your reference,
All prices are understood to be CIF European Main Ports, subject to our final cable confirma-
tion. Payment is to be made by irrevocable letter of credit available by draft at sight.
As there is a heavy demand for our products, we would suggest that you advise us by cable in
case of interest.
We are looking forward to your early reply.

(8)Yours faithfully,
Tianjin chemicals Imp. & Exp. Corporation

(9) (Signature)

(10)NQ/SC

(11)Enc.

(12)cc our Branch Offices

(13)P. S. Your letter of the 22nd April has just come to hand. As requested, we'll airmail you

two packets of sample tomorrow.
Notes

(1)The Letter-Head ({5 3k ) |

Letter-Head include the essential particulars about the writer

his name and telephone
number, telex address. If any, the fax number or cable address.
(2)The Reference and Date »

When one firm writes to another, each will give a reference, and there are marked“our ref;”
and “your ref:” to avoid confusion. The reference consists of the initials of the person dictating
the letter followed by those of the typist:Our ref :LGB/ww; Your ref : JDM/je.

4 :



(3)The Inside Name and Address(E P& #R K& hk)

This part includes the addressee’s name, telex number, cable address, which is often located
in the upper left-hand side of the sheet. Mr. , Mrs. , or Messrs. are the ordinary courtesy titles
used for addressing correspondents.

It is the usual practice to type the inside name and address in blocked paragraph form in align-
ment with the left-hand margin of the letter.

(4) Attention line (3 B 1)

This part mainly invites the attention of the addressed person or an organization concerned.
(5)The Salutation (BRIEIE)

The salutation is the complimentary greeting with which the writer opens his letter. The
salutation always appears on a line by itself. “Dear Sirs”is followed by a comma; “Gentlemen”
followed by a colon.

(6)The Subject Line(ZF ) 4

Often useful as a time-saver is the practice. This part often centres over the body of the let-
ter.

(7)The Body of the Lettér ({& &)

This part states the real matter. Write simply, clearly, courteously, grammatically and to the
points. Type it accurately, aiming at attracting and pleasing the addressees.
(8)The Complimentary Close (&% B#{i&) _

This part is merely a polite way of ending a letter. .

The conventional one is the use of “Yours faithfully”,and “Yours truely”};can be used in
American English. The first letter must be capitalized and a comma is usually placed at the end.
(9)The Signature(& E)

The signature is the signed name of the person writing the letter or that of the firm he repre-
sents. It is written in ink immediately below the complimentary close. Never sign your letter
with a rubber stamp.

(10)The Reference Notation (ZIp {88 )

This part of a business letter is somewhat like the (2)part, which shows only the initials of
the names of both the dictator and the typist. If the dictator’s name is not typed in the signature
area ,acceptable forms are shown as follows:NQ/SC; NQ:sc; NQ/sc; NQ sc.

(11)Enc: CHt ) |

The writer may indicate one or more enclosures in a letter. This part is used. Whether the
indented style or the blocked one is used, it is determined by personal taste or by a firm's prefer-
ence. Any business letter consists at least of seven parts;

(Dthe letter-head

®@the reference and date

®the inside name and ‘address

@the salutation

®the body of the letter covering important message

’



®the complimentary close

@the writer’s signature
(12)The Carbon Copy Notation(#3%)

‘cc’ is the abbreviation of carbon copy and: ‘bec” is the abbreviation of blind carbon copy.
Each of them is followed by the person or the name-of the organization who will receive the copy
of the letter for filing purpose in general.

(13)P « S(HE)
If the writer wishes to add something he forgot to mention or for emphasis, this part can be
available. In fact, it’s better for writers to avoid using this part.

As for addressing an envelope, some suggesﬁons should be followed ;

(1) Type the name and address of the receiver in the lower part of the envelope, beginning

at least 1 —;— inch from the top so as to leave ample space for stamps and postmark.

(2) Use your correspondent’s full address, including the post town followed by the country
name and postcode.

(3) Type your correspondent’s name exactly as he uses it himself, and be sure to spell it
correctly. '

(4> Type words such as Street, Road, Avenue in full.

(5) Use envelopes within Post Office Preferred range of sizes to assist mechanical sorting.

(6) If a letter is to be taken from you(the writer) by someone to the addressee, put his
name below the addressee’s with the following words in front of it :Kindness of +++; Per Fovour
of «+; With favour of *«+; Favoured by

Example : Mr. Green

With Favour of Miss. Chen Hong (¥ ¥ Bk 41 % + B R A& k56 4E)
(1) The Envelope of Indented Style

China Ceramics &. General
Trading Enterprise Stamp

Business Dept. No. 3
Beijing 100020
China

Messrs. G. P. Glover & Co.
416 Skinner Road
KARACHI

Airmail : Pakistan

VO AE MR B T A 9T 88 7 R : Registered 5 Reg 81 ,By(Via) Air Mail (% PAR

AVION) #i %5 ,Express #:1% ,Immediate (Urgent) & 4, Printed Matter E | # s Private & Confi-
dential Y% % J3 ,Secret §4:, o

EHPRHBES LRBEARS, — B L #, ui#LﬁMﬁJu%&ﬁmﬁ AW ER

e




ZWE E Mr. ,\Mrs. , 8 Ms. ,{8 Ms. REREE AN IBERR . MRAXFRL.EILFEESE
. ” ERFE L FIEM“Sr. ",
WIEABEETE A, TE 2~4 77, ABAALK . REH /N *. IS 458, M CE
R, mERALZFRZN, M4 K ST, K. Road,Street, Avenue T 4+ H1 45 5 X “Rd. 7,
“St. "M “Ave. ” }HZ‘&TUQEE #E 9 :NY—New York; ;s Pa—Pennsylvania; Cal—>Ca11forma,
WK B I B : Vie—Victoria M ; 118 K 9 : Que—Quebec % .
!lﬂ%f%‘l’i@Wﬁﬁ&%ﬁ?’éﬁmﬁﬂﬁﬂﬁﬁyﬁ'ﬁD)ﬁﬁ"ﬂ&?fﬂ 3 i B : Please lift here
to inspect content. M RfF A4 M ELERE , W RRIET B Viar G EZ 7).
(2) The Envelope of Blocked Style

6/F. ,China Arts Building, Jixiangli

A . Stamp
Chaoyangmenwai, Beijing,100020,China

Messrs. G. P. Glover &. Co.
| 416 Skinner Road
KARACHI
Registered Pakistan

Exercises

I . Write a letter with the given items. (Blocked Style)
1. Sender’s address: Jinzhou Imp. & Exp. Corporation
29,section 3, Jie fang Road Jinzhou, China
2. Sender’s telex address:813033 JZWM]J CN
3. Date; August 30,1998 .
4. Receiver’s name ;: Messrs. Samih Ghadban & Co.
5. Receiver’s address: 15 Homs Avenue. Tripoli. LYBIA
6. Salutation used ; Dear Sirs,
7. Subject Line; ROWA color TV sets
8. The message ;
We thank you for your letter of July 16 enquiring for the captioned goods.
Enclosed please find our price list of the products, which will enable you to make a selec-
tion. .
We look forward to your early reply with keen interest.
9. Complimentary close used : Yours faithfully,
I . Address an envelqpe for the above letter. (Blocked Style)



