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=" To enable S.S. to master the principles of business letter writing.

& To enable S.S. to know the structure of business letters.
< To enable S.S. to know the layout of business letters.

= To enable S.S. to know the envelop addressing of business letters.
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% Principles of Writing Business Letters

Business correspondence is also called business letters. Generally speaking, the princi-
ples are as follows: appropriate layout, logically connected ideas, correct grammar;, spelling
and punctuation marks, suitable style and tone, and tactfully organized information.
Specifically speaking, the essential qualities can be summed up in 7 C’: Clarity, Conciseness,
Courtesy, Consideration, Completeness, Concreteness and Correctness.

1. Clarity
First of all, make sure that your letter is so clear that it cannot be misunderstood.
If it is ambiguous, further exchange of letters for explanations will become inevitable,
thus it wastes both time and money. Next, when you are sure about what you want to
say, say it in plain, simple words.

(1) Pay attention to choosing the concise and accessible expressions and trying
to avoid using the words or sentences equivocal in meaning.
e.g. As to the steamer sailing from Shanghai to Los Angeles, we have bimontbly direct
services.

The basic meaning of this sentence is “we have direct sailings from Shanghai
to Los Angeles”, but the word “bimonthly” has two meanings, one of which is
“twice a month” and the other of which is “once every two months”. You’d better
not use words like “bimonthly” which have double meanings, but use words that
can express your idea clearly as the following:

a. We bave a direct sailing from Shanghai to Los Angeles every two montbs.

b. We bave a direct sailing from Shanghai to Los Angeles semimontbly.

c. We have two direct sailings every month from Shanghai to Los Angeles.

(2) Pay attention to the position of the modifier. The same modifier will lead to
different implications and functions when it is put in different positions of
the sentence.

e.g. 1) We can supply 50 tons of the item only.

2) We can supply only 50 tons of the items.

In the first sentence, “only” is used to qualify “the item”, meaning the supply
is only this item, not something else. But in the second sentence, “only” is used to
qualify “50 tons”, meaning the supply is only 50 tons.

(3) Pay attention to the object of the pronoun and the relations between the
relative pronoun and the antecedent.

e.g. They informed Messrs Smith & Brown that they would receive a reply in a few
days.
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In this sentence, what does the second “they” refer to, the subject “They” of
the main clause or the “Messrs Smith & Brown”? This cannot be explained clearly.
It will be clear if you change the sentence into: .

They informed Messrs Smith & Brown that the latter would receive the reply
in a few days.

In this sentence, “the latter” is used to clearly refer to “Messrs Smith &
Brown”, so no misunderstanding would appear.

(4) Pay attention to the rationality in logic, the variety in sentence structure, the
compaciness in plot and coherence in meanings.

2. Conciseness
Conciseness is often considered to be the most important writing principle and
language feature. It can save both the writer’s and the recipient’s time. Conciseness
means you should clearly express your idea in a short and pithy style of writing as pos-
sible as you can without sacrificing completeness, concreteness and courtesy. To do so,
the following guidelines must be observed:

(1) Make a long story short and try to avoid wordiness.
Make it a rule, to use less words and pithy sentences to express your meaning
clearly and concisely. Try to use a word or a phrase to express your idea as much
as possible instead of using long sentences or clauses.

e.g.

You shouldn’t use: ‘ You’d better use:

at this time ——> now

I want to take this opportunity to tell you

that we are grateful to you —> Thank you.

Compare the following pairs of sentences, you will find which is concise in each
pair.

eg.

a. wordy: Iwish to express my beartfelt gratitude to you for your kind cooperation.

b. concise: Thank you for your cooperation.

a. wordy: In compliance with your request, we immediately contacted ABC Co., Ltd.,
San Francisco, and now wish to inform you of the result as follows.

b. concise: As requested we immediately contacted ABC Co., Lid., San Francisco, with
the following result.

(2) Avoid using the general or out-of-date commercial jargon and try to express
your idea in modern English.

1) Avoid the unusual words and try to use everyday expressions.
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eg.

You shouldn’t use: You’d better use:
initiate —> begin

inst. —» this month -

2) Avoid the out-of-date commercial jargons and try to use modern English.

eg.
Out-of-date commercial jargons Modern English

acknowledge receipt of —» Thank you for ..., Ireceived ...
be in receipt of —> Thank you for ..., I received ...
as per —» as, according to ...

at an early date —> soon, give a specific date

at this time, at present

at the present —> now

We are in receipt of —> Thank you for ... or We bave recetved
We beg to acknowledge —> We bave receiued

at your earliest convenience —» as soon as you can

express one’s beartfelt

gratitude to you for ... —> Thank you for ...

(3) Avoid unnecessary repetitions.

@

Some necessary repetitions can be used to emphasize a certain point of view
or an important fact, but unnecessary repetitions, especially the repeat of the same
matter without any reason not only looks wordy, but also makes the readers unin-
terested. So unnecessary repetitions in writing must be avoided.

e.g. We have begun to export our machines to the foreign countries.

The word “export” in the above sentence means “selling the machines to
foreign countries”. If you add “to foreign countries”, it unnecessarily repeats the
meaning of “export”. So, the sentence should be changed into:

We bave begun to export our machines.

Control the number of the words, and build effective sentences and para-

graphs.

Generally speaking, the average length for sentences should be 10 to 20
words, not over 30. Usually a paragraph consists of no more than 10 lines because
short paragraphs encourage the readers to finish reading over the passage.

e.g. In your letter of April 8, in connection with our order No. 135, we are enclosing
berewith as per your demand, a certificate to the effect that the quantity delivered is
less than ordered.

This sentence is wordy , repetitive and confusing. You will gain a better result if
you rewrite the above sentence as follows: .
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As requested in your letter of April 8, concerning our order No. 135, we are enclosing a
certificate of short delivery (weight).

3. Courtesy/Politeness
To achieve courtesy, one of the most important things is promptness, especially
when a reply is given to a customer’ letter, do it without any delay. Next, avoid irritat-
ing, offensive or belittling statements. Besides, use diplomacy and tact to overcome dif-
ferences. Courtesy consists not only in using polite phrases like “please”, “thank you”,
but also in showing your consideration for your reader.
e.g. “We bave received with many thanks your letter of 20 May, and we take the pleasure of
sending you our latest catalog. We wish to draw your attention to a special offer which we
bave made in it.” is better than “You will be particularly interested in a special offer on

page 5 of the latest catalog enclosed, which you requested in your letter of 20 May.”

4. Consideration
Consideration means you should be considerate to your readers. It is the quality that
enables us to refuse to perform a favor and at the same time keep a friend, to refuse a
customer’s request without killing all hopes of future business. If you cannot meet your
customers’ needs or requests, you should show your interest in and concern for their
requests, use positive sentences instead of using negative sentences, and stress what you
can do, but don’t stress what you cannot do.
e.g. “You earn 2 percent discount when you pay cash. We will send you the brochure next
month. ” is better than “We allow 2 percent discount for cash payment. We won’t be able
to send you the brochure this month.”

5. Completeness
A business letter is complete when it contains all the facts the reader needs. Com-
pleteness is necessary for several reasons:
(1) Complete messages are more likely to bring the desired results.
(2) They can build goodwill between buyers and sellers.
(3) Complete messages can help avoid costly lawsuits. ‘

As you strive for completeness, keep the following guidelines in mind:

(1) Write down all the points you wish to cover and then arrange them in a logi-
cal order.

(2) If your letter is a reply, underline those parts which require information and
answer all the questions asked.
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6. Concreteness

Writing concretely means being specific, definite and vivid rather than vague and
general. Try to use specific facts, figures and active verbs, then choose vivid, image-
building words.
e.g. We wish to confirm our fax dispatched yesterday.

Like “today” and “tomorrow”, the word “yesterday” is a vague and general con-
cept. It is not suitable to be used here. The sentence should be changed into:

We confirm our fax of July 2nd, 2006.

7. Correctness

Correct grammar, punctuation and spelling are also required in business letter
writing. It also means the correct level or style of language for the reader and the accu-
rate facts and figures.
e.g. The goods supplied are exactly equal to the sample.

It is very difficult to guarantee that the goods supplied are exactly equal to the
sample. The sentence may be changed into:

a. The goods supplied are similar in quality to the sample.

b. The sample represents as nearly as possible what we can supply.

c. The sample is the nearest in size to the goods you need.

| Structure of Business Letters

Sample

@ Letterhead (f§k%)
@ Ref. No. (%3C49)
Date (H )
® Inside Name and Address (¥ 4 & Frfshl)
@ Attention Line (7 8%0)
® Salutation (FRPF)
® Subject Line (3 Hi b5 i)
@ Body of the Letter (f&i3X)

..............................................................................................
..............................................................................................

® Complimentary Close (55 #iE)
® Signature (% 4)

1 Reference Notation (£dp AMRS)

@ Enclosure (1)

@ Carbon Copy (#1%)

@ Postscript (B &)
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1. Letterhead
Letterheads include the essential particulars about the writer — his/her name and
postal address, fax number and e-mail address. Good quality paper and a neat, well-
balanced letterhead combine to enhance the prestige of the firm that uses them.

2. Reference and Date

Most letterheads provide for reference letters and numbers. When one firm writes
to another, each will give a reference, and they mark “Our ref:” and “Your ref:” to avoid
confusion.

Always type the date in full, in the logical order of day, month, year. For the date,
either cardinal numbers (1, 2, 3, 4, etc.) or ordinal numbers (1st, 2nd, 3rd, 4th, etc.) can
be used, e.g. 12th October, 2006 or 12 October, 2006.

To give the date in figures (e.g. 12/10/2006) is in bad taste, and it may easily cause
confusion because in Britain this date would meéan 12th October, 2006, but in the
United States and some other countries it would mean 10th December, 2006.

3. Inside Name and Address

The preferred position for the correspondent’s name and address is the upper left-
hand side of the sheet, three or more line-spacing below the line of the date, depending
on the length of the letter.

h Mr., Mrs., Miss, Ms., and Messrs are the ordinary courtesy titles used for address-

ing correspondents.

It is the usual practice to type the inside name and address in blocked paragraph
form at the left-hand margin of the letter. This can give the letter a tidy appearance.

4. AttentionLine
The phrase “For the attention...” or simply “Attention” is used where the writer
of a letter addressing to an organization wishes to direct it to a particular official. It
is typed two line-spacing above the salutation, underlined and, except with the fully-
blocked letter-style, centered over the body of the letter,
e.g. “For the attention of Mr. Smith” or “Attention: Mr. Smith”

5. Salutation
The salutation is the complimentary greeting with which the writer opens his let-
ter. The particular form used depends upon the writer’s relationship with his corre-
spondent. To some extent it settles the form of the complimentary close; the two must
always be in keeping with each other.

For ordinary business purposes, Dear Sir (or Dear Madam for single or married
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women) is used for addressing one person, and Dear Sirs or Gentlemen (or Mesdames)
for addressing two or more, as where a letter is addressed to a firm.
The salutation always appears on a line by itself, conventionally three line-spacing

below the inside name and address, followed by a comma or no punctuation.

6. SubjectlLine .
Often useful as a time-saver is the practice of including at the head of a letter a
short title announcing the subject-matter, especially where correspondence is considerable.
The heading belongs to the letter and so is typed two line-spacing below the salu-
tation, underlined and, except with the fully-blocked letter-style, centered over the
body of the letter.

7. Body of the Letter

This is the part that really matters. Before you begin to write, you must first of all
consider the following two points:

What is your aim in writing this letter?

What is the best way to go about it?

Since the main purpose of the letter is to convey a message, the letter should be
written in language that is easily understood. The following serves as a reminder:

Write simply, clearly, courteously, grammatically, and to the point;

Paragraph correctly, confining each paragraph to one topic;

Avoid stereotyped phrases or commercial jargons.

8. Complimentary Close
The complimentary close, like the salutation, is purely a matter of convention and
a polite way of ending a letter. The expression must be appropriate to the occasion and
be in keeping with the salutation.

The following are the usual matches used in modern business letters:

Salutation Occasion

gear Sir(s), Yours faithfully, . .
ear Madam, . Faithfull Formal — very commonly used in Britain.
Dear Mesdames, (or: Fai y yours,)

Gentlemen

Dear Sir, Yours truly, Very commonly used in America and
Dear Madam, (or: Truly yours,) Canada.

Dear Mesdames,

Dear Mr. Henry, Yours sincerely, Informal — used between persons known

(or: Sincerely yours,) | to each other.
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9. Signature
The signature is the signed name or mark of the person writing the letter or that
of the firm he or she represents. It is written in ink immediately below the complimen-
tary close. Because a signature is the distinguishing mark of the one who uses it, the
same style must always be adopted.
The written signature and the typed signature must correspond exactly.
Always sign your letter by hand. Never use a rubber stamp.

10. Reference Notation
This notation is typed two spaces below the typed signature, and shows only the
initials of the typist. If the dictator’s name is not typed in the signature area, the refer-
ence notation shows the initials of both the dictator and the typist. The following ex-
amples are acceptable forms of reference notations:
RGB rgh FMA/RBG FMA/rbg FMA: rbg

11. Enclosure
Two line-spacing below the reference notation the writer may indicate one or
more enclosures in the letter by following any one of these examples:
Enclosure: Price List
Enclosures
Enclosures 4
Encl. As stated
Enc.

12. Carbon Copy

There are two types of carbon copy notations. The first is indicated by “cc”
followed by the names of the persons who will receive copies of the letters. This nota-
tion is typed on the original and carbon copies.

The second type of copy notation is specified on the copy only by the abbreviation
“bec” (blind carbon copy) and the recipient’s name. No one other than the recipient of
the “bee” and you will know his or her receipt of a copy of the letter.

Notations for “cc” and “bec” would look like this in your letter:

cc Shanghai Branch Office

bec M. Fones

Full names and addresses may be given to help mailing or filing.
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13. Postscript
If the writer wishes to add something he forgot to mention, he may type his after-
thought two spaces below the copy notation. The adding of a P.S. should, however, be
avoided as far as possible, since it is usually a sign of poor planning. Here is an example:

PS. 1, on bebalf of my company, sincerely invite you to attend the Guangzhou Fair.

Letter Styles of Business Correspondence

There are several acceptable styles for business letters. The four most popular forms
are indented style, full-block, modified block and semi-block.

1. Indented Style
The main feature of this style is that each line of the “Inside Name and Address”

should be indented 2-3 spaces, and the first line of each paragraph should be indented
3-8 spaces.
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Sample
Beijing Textiles Import & Export Corporation
8 Guanghua Road
Beijing, China.
Tel: 010-66838128 Telex: 010-33587118 Cable: 8898
Our ref. No.

Your ref. No.

January 30, 2004

The Pakistan Trading Company,
15, Broad Street,
KARACHI, Pakistan.

Gentlemen,
First Inquiry

We learn from a friend in San Francisco that you are exporting Nylon
Bed-sheets and Pillow Cases. There is a steady demand here for the above-

mentioned commodities of high quality at moderate prices.

Will you please send us a copy of yoilr catalogue, with details of your
prices and terms of payment. We should find it most helpful if you could
also supply samples of these goods.

Yours very truly,

BEIJING TEXTILES IMPORT & EXPORT CORP.
(Signature)
Zhang Dahua

General Manager
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2. Full-Block Style

Every line in the full-block style begins at the left margin, and the open style of
punctuation has been adopted. For example, a complete absence of punctuation marks

from the date, the salutation, the complementary close, and from the ends of lines

forming the inside name and address, except the full-stops to mark abbreviation.

Sample

GUANGZHOU ELECTRONICS PRODUCTS
IMPORT & EXPORT CORPORATION

11 Beijing Road, Guangzhou

People’s Republic of China

Tel 3456182 Telex 8371 GUELCO CABLE 2284

Ref. GEC 9667

June 21 2004

Ocean Electronics Products Import Corp.
130 Clifford Street

LONDON W 1 England

Dear Sirs,

Re: Chinese Electronics Products

We have obtained your name and address from the London Chamber of Commerce,
who has told us that you wish to import electric goods from China.

We manufacture electronic appliance of the kind illustrated in enclosed catalogue,

which we hope will be of interest to you. Also enclosed for your reference, is our latest
price list.

Should you be interested in any of our product, please let us know and we will provide
you with a quotation. In the meantime, should you require any further information,
please do not hesitate to let us know.

We look forward to hearing from you soon, and to the possibility of doing business
with you in the future.

Yours faithfully,
(Signature)

Liu Sheng-feng
Sales Manager

Encs: as stated




