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Chapter

, Upon completion of this
One .
chapter. you will .

B be familiar with the layout

of business letters.

know the formats of

business letters.

I / a YO u t understand  the culture

influences on the format.

f tone and style of business
O letters.

a know how to address the

envelope.

°
Business o
be able to write business
letters in the form of e
Letter mail.
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Unit One
Layout of a Business Letter

Most business letters have seven standard parts. They are letterhead, reference and
date, inside address, salutation, body, complimentary close, and signature.

When it is appropriate, any of the following optional items can be included.
Attention line, subject line, Reference number, enclosures, carbon copy

notation, mailing notation and postscript.

Electronics Ltd.

3 Stockbridge Road Liverpool LP5 20M
Tel: 087564789076 Fax:087564747867
Website: www. electronics. com. uk

Your Reference:
QOur Reference: 2569

April 13, 2004

Fuiji Company

153 Ginza-Chome
Tokyo, J apan

Attention; Sales Manager

Dear Sirs,
Re: Portable Colour TV Sets
We have seen your advertisement in the “Electric Frontier” and are
quite interested in your portable colour television set.
Enclosed is our Inquiry Note No. 2368. Please quote us the lowest
price C. I F. Liverpool, stating the earliest date of shipment.
We look forward to your early reply.

Very truly yours,
ELECTRONICS LTD.
Fanold Joncs
Harold Jones
Manager
Encl. Inquiry Note
cc: Mr.J. L. Smith, New York

2




Chapter One Layout of a Business Letter

1. Letterhead
EES

With the quick development of the information
» technology, electronic communication (mainly includes
fax and e-mail. ) is more frequently used by business
firms than paper-based communication. Then why do we

study business letters?

Generally, a letterhead will include the company logo,
company’ s name, address, telephone number, fax
number and email address, and the web address if
available. It is used to help the readers to quickly locate
the contact information. The heading usually contains
two or three lines. It should be noted that when a writer is
representing a company or organization, the writer should
use the organization’ s letterhead stationery for any

correspondence with people outside the organization.

2. Date To avoid confusion, it is a common practice to write months in

H i1 words.

3. Inside Always include the recipient’ s name, address and postal

Address code. Add job title if appropriate. Double check that you

P have the correct spelling of the recipient’s name. An inside

address can help to prevent confusion. Also it helps should

the envelope be damaged and the address become unreadable

and helps to determine what to do with the letter if the

recipient has moved.

4. Salutation

A business letter should always include a salutation. This
is to whom the letter is addressed.

The traditional salutation is Dear followed by the reader’s
courtesy title and last name. If unsure to whom you
should address a letter, you should use the following
salutations:

“Dear Mr. Reading,” or “Dear Sir or Madam ,”
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When addressing a group of people, use one of the
following salutations:

Ladies and Gentlemen : Dear Sirs or Madams ,
Gentlemen; /Dear Sirs, (if all the readers are male)
Ladies:;/Dear Madam.s’ » (if all the readers are female)

If you are exchanging letters with someone you know and
are quite familiar, you can just use Dear followed by his/
her last' name.

Attention: In the U. S. a colon is used more frequently
than a comma because a comma is considered ‘to be less

professional.

5. Body The actual message is contained in the body of the letter, the
{SWYIEr  paragraphs between the salutation and the complimentary
close. The body of a business letter typically has three
paragraphs;.
* Introductory paragraph
*  One or more body paragraphs
* Concluding paragraph

6. Comp|imentary  Business letters should end with a closing, such

Close o

ok Rt e Sincerely yours,
== (=] 2

e Cordially,

*  Yours faithfully,

*  Yours very truly,

Capitalize only the first word in the complimentary
close, and follow all phrases with a comma.

7. Signature The signature should be clear and legible and it should be
B4 followed underneath by a typed version of the writer’ s
name and job title. Often the company’s name is typed

right above the signature.

If someone else types your letters, the reference line



Chapter One Layout of a Business Letter

identifies this person, usually by initials. It appears a few
spaces below the signature line, along the left margin.

“The writer’s initials come first, and they are capitalized.
For example, if Kathy Reese wrote a letter that McKenzie
Allen typed, it would appear like this

KR/ma.
!\ L[/' It is important to be aware of the culture differences in the
7 : B
g ~M{—-— format, tone and style of written communication, when
i f 1

corresponding with foreign corporations. Understanding the
business communication practices of the culture you are
writing to will help you to communicate effectively and build good will
between cultures. American readers expect routine letters to be short and
to the point, while Japanese writers are slow to the point. The Japanese
have a traditional format beginning with the salutation followed by a
comment about the season or weather. Next will follow a kind remark
about a gift, kindness, or patronage. They then include the main message
and close with best wishes for the receiver’s health or prosperity.

For example, a Japanese letter may open with the following;

The season for cherry blossoms is here with us and everybody is
beginning to feel refreshed. We sincerely congratulate you on becoming

more prosperous in your business.

8. Subject This is optional, but its inclusion can help the recipient in
Line dealing successfully with the aims of your letter. Normally
= the subject sentence is preceded with the word Re: It is a

brief phrase or keywords to describe the content of the

business letter.

9. Enclosure It indicates that something has been enclosed with the
Rtk letter and alerts the reader to look for this item. If the
enclosure is lost, the recipient will know.

If the envelope contains any documents other than the

letter itself, identify the number of enclosures;

Enclosure or
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Enclosure(2), which means two documents
In determining the number of enclosures, count only the

separate items, not the number of pages.

A Reference These are optional. They are a good idea if you have a
e ms% e  large volume of correspondence.

B Attention Line When you cannot address a business letter to a
2 particular person, use an attention line. In this

instance, put the name of the organization or
division on the first line of the inside address, and
the attention line immediately afterwards:
Department of Journalism,
Colorado State University
Clark C223 Fort Collins, CO 80526
Attention: Dr. Jon Smith , Department Chair

C Copy Line The copy line is used to let the reader know that other
Wit people are receiving a copy of the document. Use the

following symbols:
* ¢: for copy
* cc: for carbon copy
*  bc: blind copy
Follow the symbol with the names of the other recipients
listed either alphabetically or according to organizational
rank,
If you do not want your reader to know about the other

copies, type bc on the copies only, not the original.

Following pages

If your letter is longer than one page, the heading at the top of subsequent
pages can be handled in one of the following ways: (see example)

If you use letterhead stationery, remember not to use it for subsequent

6



Chapter One Layout of a Business Letter

pages. However, you must use blank paper of the same quality, weight, and
texture as the letterhead paper (usually, letterhead stationery comes with

matching blank paper).

Mr, Ronald kleiberg -2- 6 June
1996
Mr, Ronald kleiberg 6 June 1996 Page 2
Mr, Ronald kleiberg
6 June 1996
Page 2
Fill in the blanks with the parts they represent
1.
2.
a
b
8.
3.
6.
7.
9.
c
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Unit Two
Format of a Business Letter

R B 1E A%
7 (Indented format)
EF P4 sk R0 At 7 B AT O M
HIJG —AT » 8 L RT— AT 48 AR 5,
=¥.
fRWIESC, B — B FF IR — 478045

Heading

Date

Inside

Address

Dear Sirs,

Dear Sirs,

Yours Faithfully,

Signature

T . o e e e S
ZVELA Block format) 000 || e
AR RIEATFIRI R || OIIT oo
EHA, |
= JB& = (Semi-blocked format) I I I
e T
HRAIR A2k 3, 16 % 9 st | H Yours Faithfully,
G5 RABOE M4 R AT Signature
Heading Heading
Date Date
Address Address

Dear Sirs,

Yours Faithfully,
Signature

8



Chapter One Layout of a Business Letter

Indented format is the traditional British practice with the heading usually in
the middle and the date on the right-hand side. The complimentary close may
be in the center or commence at the center point.

With every new line two or three spaces are indented. Also each paragraph

indents by five or six spaces.

Block format is now the most popular practice of displaying business
letters. Its remarkable feature is that all typing lines, including those for the
date, inside name and address, salutation, subject heading, each message

paragraph and complimentary close, begin at the left-hand margin.

The semi-blocked format is the mixture of the above two formats. The first
line of a paragraph is lined up with the left margin and there is an extra blank
line between paragraphs to signal the start of a new paragraph, but the writer’

s address, date, closing and signature information are indented.

#/ Some Basic Guidelines for
. Effective Business Correspondence

7Cs—Courtesy Consideration Completeness
Clarity Conciseness Concreteness Correctness

AP iR R BR O Bk T

Unit Three
Addressing the Envelope

Harold Jones

Electronics Ltd.

3 Stockbridge Road

Liverpool LP5 20M Fuiji Company

United Kindom 153 Ginza-Chome
Tokyo, Japan

Stamp :

®000000000coe




