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PART OE CORRESPONDENCE

Unit One
Business Letters

Section One
The Structure of a Business L.etter

A well-constructed business letter in English is usually made up of
seven parts and some miscellaneous matters:
The Heading;
The Date;
The Inside Address;
The Salutation;
The Body of the Letter;

The Complimentary Close;

~J

. The Signature.
Miscellaneous Matters:
a. The Reference;
b. “For the Attention of...”;
c¢. The Subject Heading;
d. The Enclosure;
e. The “Per Pro” Signature;
f. The ldentification Marks;
g. The Postscript.



(1)

The General Structure of a Business Letter

Heading

Ref. No.

Date
Inside Address
Salutation

Subject Heading
’Body of the Letteﬂ
Complimentary Close

Signature

Identification Marks

Enclosure

Postscript

(I
The Structure of a Business
Letter from an Individual to an Institution

Heading

Date

Inside Address
Salutation

Body of the Letter]

Complimentary Close

Signature




(ID
The Structure of a Business
Letter Between Two Institutions

Headin
Your ref :
Our ref:
Date
Inside Address
Salutation

Subject Heading

|§odLof the Letter]
Complimentary Close

Name of the Institution

Signature

Identification Marks

Enclosure

1.The Heading

The heading (or the letter-head) of a business letter, which ex-

presses a firm's personality, helps to form one’s impression of the
sender’s firm. Besides the name and address of the firm, it may include
telephone and fax numbers, e-mail and telegraphic addresses, the tele-
graphic codes used, telex numbers, and the kind of business carried

on. The heading of a business letter is usually printed on the letter

paper used in the firm, e.g.

SINOLINGUA
Add: 24 Baiwanzhuang Road,



Beijing, 100037, China
Tel:  86-010-68994599,/68326333
Cable: FOLAPRESS BEIJING
Telex: 222475 FLP CN
Fax:  86-010-68326642

E-mail: sinolingua@ihw. com. cn

2. The Date

The date is written immediately below the address to tell the re-
ceiver when the letter is written. The date should be written in full, in
the logical order of month, day, year (chiefly AmE) or of day,
month, year (BrE). For the day, either cardinal numbers (1, 2, 3,
4, etc. ) or ordinal numbers (1st, 2nd, 3rd, 4th, etc.) can be used,
e.g.

March 29 (or 29th), 19...(AmE)
1 (or 1st) October, 19...(BrE)

To give the day in figures (e.g. 10/7/19...) is in bad taste, and
it may easily cause confusion because Americans would start with the
month, followed by the day and the year, but the British tend to write
the day before the month. So the date “10/7/19...” means October 7,
19... in America, but means 10 July, 19... in Britain.

3. The Inside Address

The inside address of a business letter usually includes the name
and address of the receiver. If the appropriate head of department is
known, the official title should be used. The general rule of writing
the inside address is as follows:

(1) the name (and the title) of the receiver;

(2) the name of the house;

-4 -



(3) the number of house or flat and the name of the street;
(4) the name of the city or town;

(5) the county or state and its post-code;

(6) the name of the country (when the letter is sent abroad).

The courtesy titles used in correspondence are as follows:
(1) Mr—for a man;
(2) Mrs—for a married woman;
(3) Miss—for a girl or an unmarried woman;
(4) Ms—for either a married or an unmarried woman;
(5) Dr—for a person who holds a doctor's degree;
(6) Professor (Prof. )—for someone who is a professor;
(7) Messrs (abbreviated from the French Messieurs)—the plural
form of Mr (used only for companies or firms, the names of
which include a personal element), e.g.
1) Mr Zhang Hua
Shanghai Institute of Biochemistry
20 Hunan Road
Shanghai, China
2) Mr. W.W.Dawson, Pres.
Dawson-Jones Corp.
347 fifth Street
Boone, Conn.
U.S.A.
3) Messrs. Finn & Sledge
Leicester Building
Hinton Street
Karachi
Pakistan



4. The Salutation

The salutation of a letter is the complimentary greeting. It is al-
ways placed on the left hand side of the sheet, about half an inch below
the inside address.

Business letters are always formal. If you are writing to someone
you know by name, you should write preferably “Dear Mr ____". If
vou don’t know the person by name, then the proper way of addressing
is “Dear Sir” for a man or “Dear Madam” for a woman. [t is also pos-
sible to use “Dear Sirs” when a partnership is addressed. But the
Americans usually use “Gentlemen” instead of “Dear Sirs”. Nowa-
days, companies are sometimes owned and/or managed by woman, so
it is more and more customary to use the greeting “Dear Madam or
Sir” if the writer is not sure whether the letter will be read by a man or
a woman. The common salutation used in a business letter is as fol-
lows:

Dear Mr____
Dear Sir

Dear Madam

Dear Sirs
Gentlemen

Dear Madam or Sir

5. The Body of the Letter
The body of the letter, which contains the message you want to
send across to receiver, is the core of the letter. A good letter will not
only get the business done but also promote good will.
In the business world, people often use 5 Cs to determine whether
a business letter is well written or not. The 5 Cs are:
(1) conciseness;

6 -



(2) clarity;

(3) correctness;

(4) completeness;

(5) courtesy.

The body of the letter should start on the next line under the salu-
tation and about an inch from the left-hand side of the sheet.

6. The Complimentary Close
This is the good-bye you say to your correspondent before you sign
your name and slip the letter into the envelope. It usually consists of a
few conventional words or phrases which are placed under the body of
the letter. The first letter of the first word in the close should be capi-
talized and there is sometimes (not always) a comma after the last
word.

The most common phrases to be used are as follows:

(1) You can use “Yours sincerely” if you know the receiver by
name; .

(2) If you are not acquainted with him personally, the most com-
mon forms to be used are “Yours faithfully” and “ Yours
truly”;

(3) If the letter is of a particularly official nature, you can use
“Yours most cordially”, “ Yours respectfully” and the like;

(4) If the letter is to the higher authorities, the form to be used
18:

I have the honour to remain, Sir,

Your obedient servant.

7. The Signature
The signature should be written in ink immediately below the
7.



