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THE LAYOUT OF A BUSINESS LETTER

fe B 5L

Forms of a Business Letter

Today almost all the business communities recognize with one consent the significance of es-
sential communicating skills, for all business activities rely on the satisfactory exchange of infor-
mation. 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
customs. Though choice of layout is a matter of individual taste, yet it is safer to follow those es-
tablished 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.

Baéically, 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, in-
cluding those for date, inside name and address, salutation, subject heading and complimentary

close, begin at the left-hand margin.
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1. Indented Form (#45i#3%)

EFC TRADING COMPANY
123 backstreet, San Francisco, CA94112

E-mail.: efctrading@ msn. com

23 September, 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 sam-
ples and are sure that you will be satisfied with their superior quality.

We hope to hear from you soon.

Yours faithfully,
Gary Johnson
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2. Blocked Form (#F3L=)

EFC TRADING COMPANY
123 backstreet, San Francisco, CA94112

E-mail: efctrading@ msn. com

23 September, 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

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:
the letter-head
the date
the inside name and address
the salutation
the message, or the body of the letter

the complimentary close

the signature and position
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Sometimes your letter might contain some more parts such as:
8. the reference

9. the attention line

10. the subject line

11. the enclosures

12. the carbon copy notation

13. the postscript

The following letter is designed to illustrate the position of each part mentioned above.
Guangdong Textiles ( Holdings) Corporation (1)
Guangzhou, China
Phone; 8620-83558988 Fax: 8620-8355900
Hitp: //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.
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Await your early reply.

Yours faithfully (6)
Guangdong Textiles I & E Corporation ( Group) (7)
David Wang

Encl. (11)
Cc: Our branch offices (12)
P. S. (13)

1. The Letter-head ({Z3%)

Letter-heads include 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) that follow 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...

3. The Inside Name and Address (¥t A4 FRA#HE)

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 (FRIE)

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” 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 Sir” and a colon for “Gentlemen”. e. g Dear Sirs, Gentle-
men.

The trend to use the salutation these days is towards informality, especially if the receiver is

known to the writer personally. Hence the warmer greeting: *Dear Mr White” .
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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 follow-
ing two points:

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

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

To write the business letters effectively, you should be familiar with and follow certain essen-
tial qualities of business correspondence, which can be summed up in Three C's: Cleamess,
Conciseness and Courtesy.

6. The Complimentary Close (45EHIE

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, etc.

7. The Signature and Position (4:3E)

The signature is the signed name or mark of the person writing the letter and taking résponsi-
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 job title or
position.

8. The Reference (&%)

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 (3 E 3 Ii)

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 ()

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 ({i#{4)

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

Enclosure

Enclosures

Enc.

Encl. As stated
12. The Carbon Copy Notation (#Vi%)

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

Notation for Ce would look like this in your letter:
Cc Guangzhou Branch Office
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13. The Postscript (i)

If the writer wishes to add something he forgot to mention, he may type his after-thought two
spaces below the copy notation. Try to avoid the use of postscripts as far as possible, since it

may suggest the writer fails to plan his letter before he writes it.

Envelope Addressing
The three important requirements of envelope addressing are accuracy, clearness, and good

appearance.

The following layout shows where to write both the sender’s and receiver’s names and ad-

o= |

dresses.

Sender’s name and address

Receiver’s name and address

FBy Airmail

Exercises

1. Arrange the following in proper form as they should be set out in the letter.
1. 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
pfc@ hotmail. com

wos WP

6. Salutation: Dear Sirs

7. Subject-matter; Teenage fashion sportswear

8. The message:

We thank you for your letter of March 21 enquiring for the captioned goods.
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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 used: Yours faithfully

II. Address an envelope to the above letter.

Stamp

By Airmail




CHAPTER ONE ESTABLISHING BUSINESS
RELATIONS

F—E HILIFXER

Introduction

In international trade, establishing business relations is the first step in a transaction in for-
eign trade. Writing letters to new customers for the establishment of relations is a common prac-
tice in business communications. To establish business relations with prospective dealers is one of
the important measures either for a newly established firm or an old one that wishes to enlarge its
business scope and turnover. There are several channels through which importers and exporters
can get to know each other.

1. Necessary information can be obtained from the Internet.

2. They may introduce themselves or be introduced by their friends.

3. Banks are always ready to supply the names and address of exporters.

4. A chamber of commerce is an organization of businessmen. One of its tasks is to get bus-
iness information and to find new business opportunities for its members.

5. Another way to get the information you want is through ads. in the newspaper and maga-

Zines.

In such cases, the writer usually informs his addressee of the following:
1. the source of his information;
2. his intention;

3. the business scope of his firm.

If the writer intends to buy for import, he may also make request for samples, price lists,
catalogues, etc. To close the letter, the writer usually expresses his expectation of co-operation

and an early reply.
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Lesson One

(A) Request for the Establishment of Business Relations

(5{58HE] 9K DOCKER 28 R —KEAH ST HAE, WM LG4 MAFiE BN
oy AR Ae it , BB A IEAINFEERNEILEXE,

DOCKER CORPORATION
1235 NIPPA-CHO KOHOKU-KU
YOKOHAMA, JAPAN
E-mail: yyto@ docker. co. jp

May 5, 20..
Guangzhou East Import & Export Corporation

Room 425, No.7-8 Daxing Road, Guangzhou, China
Tel. . 8620-88132455 E-mail: east@21cn. com

Dear Sirs,

Having obtained your name and address from the Internet, we are writing you in the hope of es-

tablishing business relations with you.

We are one of the largest leather trading companies in Japan, and have offices in all major cities
in Japan. At present, we are interested in various kinds of Chinese Leather Goods and should
appreciate your catalogues and quotations.

We look forward to hearing from you soon.

Yours faithfully,

(B) Reply to the Above

([EEE@) riis#EoNd 4% 8K DOCKER A8 #4256, & EE&kifi)
AN BILEXER, HBRERFEZHOH L8 ZMEL,
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Guangzhou East Import & Export Corporation
Room 425, No.7-8 Daxing Road, Guangzhou, China
Tel. ;: 8620-88132455 E-mail: east@2]cn. com

May 7, 20..

DOCKER CORPORATION

1235 NIPPA-CHO KOHOKU-KU
YOKOHAMA, JAPAN

E-mail: yyto@ docker. co. jp

Dear Sirs,

We thank you for your letter of 5" May and shall be pleased to enter into business relations

with you.

As requested, we are sending you under separate cover our latest catalogues and price lists for our

exports.

If you see any of the items are of interest to you, please write to us.
Yours faithfully,

Enclosed as stated

Notes

1. obtain (». ) FHH
We wish to obtain a firm offer for Men’s Shirts.
R AEHAE B AN LR
Now a lot of information can be obtained from the Internet.
BAE W LU E IR RIARGT 215 8
2. establish business relations 7\ 5 < &
KB 7215 /7 NIEH enter into business/trade relations with sb %,
We are seeking to establish direct business relations with your firm.
BATF KRG EITE L ERA ST KRR
As this item falls within the scope of our business activities, we shall be pleased to enter into

direct business relations with you at an early date.

HF X R R B T ROV E R, RATRAXMRESHRITEL BRI R,



