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Unit 1

The Components of
Business Letters

15 95 15 BRI O A8

1.1 The Essential Parts of a Business Letter

Business letters are the main means of written communication to establish business relations with
the outside world. Business letters are sent out to convey the image of a business organization,
therefore they must be presented on quality letterhead paper, with suitable layout, well-structured
message , correct use of English and appropriate tone. A typical business letter consists of seven parts:
the letterhead, the date, the inside address, the salutation, the body of the letter, the complimentary

close, and the signature.
1. The Letterhead

The letterhead occupies the top most part of the paper. It usually consists of the name, address,
telephone number and fax number of a company. The letterhead can be typed out but is usually
printed on the company’s stationery. Sometimes it also includes other items like the company logo,

website, e-mail address, etc.
2. The Date

The date consists of the date, the month, and the year. The common ones are M/D/Y
(widely used in US) , D/M/Y (typical in the Great Britain). Do not use all figures in the writing
of the date, i.e. 12/6/15, because not all English-speaking people agree about whether the month
or the date appears first. Some people have the habit of abbreviating the date, but this is not
recommended for business letters, for this will create confusion.

3. The Inside Address

The inside address is the recipient’s address, the same as the delivery address on the envelope.
The inside address should include the reader’s name, title, and address. The inside address is placed

at the left margin both with the block and modified block styles. Depending on the length of the

- e
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letter, place the inside address two or four-line spaces below the date line. The full name of the
recipient is required with a courtesy title before it, e. g. Mr., Mrs. , Miss, etc. The address is

typed as it will appear on the envelope.

4. Salutation

For most letter styles, place the letter greeting or salutation two lines below the last line of the
inside address or the attention line (if used). If the letter is addressed to an individual, use that
person’s courtesy title and last name, e. g. Dear Miss Helen. The salutation varies according to the
writer-recipient relations and the formality level of the letter. “Dear Sir” , “Dear Sir or Madam” or
“Dear Sirs” and “Ladies and Gentlemen” can be used to address a person of whom you know
neither the name nor the sex.

Sometimes some special titles may be used as the salutation. They are preceded by Dear and
followed by the surname only, e. g. Dear Dr. Watson, or Dear Prof. Young. Be sure to add a
colon or a comma, (not a semicolon) after the salutation.

Examples of typical salutations are:

Dear Mr. XX X
Dear Mrs. X XX
Dear Miss X X X
Dear Ms. XXX
Dear Dr. XXX
Dear Prof. X XX
Dear Sir(s)
Gentlemen

Ladies and Gentlemen

To Whom It May Concern
5. The Letter Body

It is the central part of the letter, usually following a subject line. If there is no subject line
between, the message begins two lines below the salutation. Double spacing is used to separate
paragraphs in the letter body.

The closing sentence

At the end of the body, the sender wants to express a certain courtesy or a wish to further

contact the recipient, he or she may usually start with .

® We are expecting your immediate reply.
® Looking forward to your detailed reply soon.
® | am looking forward to your reply soon.

Or just to show a kind of consideration or trying to be considerate by simply saying:

® If you have any questions, please let me know, etc.

® If you have any questions, please feel free to contact me.
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6. The Complimentary Close

The complimentary close provides the writer of a business letter with an opportunity to say
“Goodbye” at the end of his written “conversation”. In this way it is the same as the salutation
saying “Hello” at the beginning at the message.

There are a number of standards and accepted forms which may be used for the complimentary
close. However, whatever they are, they should be chosen carefully to agree in tone and manner
with the salutation used at the beginning. ' The most commonly used forms for the complimentary
close of a letter are listed below.

“Yours faithfully” is used in letters beginning with “Dear Sirs”, “Dear Sir or Madam” or
“Dear Sirs” and “ Yours sincerely” is used to match “Dear (name)” letters, or rather formal
“Yours truly” and the most formal, “ Yours respectfully” or “Respectfully yours” or simply
“Respectfully”.

7. Signature

Every business letter must be signed. The signature indicates the approval of the responsibility
for the content of the letter.

Type your full name on the fourth or the fifth line below and align with the complimentary
close. Sign your name in the triple space between the two.

In most business letters the type-written signature and the title of the writer are needed to help
the reader decipher illegible signature. The type-written signature and the title are typed below the

hand-written signature, for example:

Yours faithfully
( Your signature )
Ma Qiang

Personnel Director

1.2 The Optional Parts of a Business Letter

For one reason or another, you may need more parts to be included in a business letter, say to
direct the letter to a specific person without your knowing the name of that person. Any one or all

the parts listed in this section can be added to the letter.
1. The Return Address

In most cases, the return address is printed on the letterhead. It is necessary only when you are

using a blank sheet of paper.
2. The Attention Line
If you want your letter attended by or directed to a specific person or department, add an

attention line. This will speed up the sorting process within a company. For instance, it can

3
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indicate by “attention; Mr. Zhao” or “attn: Mr. Zhao".

3. The Subject Line
It is written to indicate the subject and purpose of the letter so that recipients can easily identify

the contents of the letter. There are a few ways to write the subject line.

® American Cars
® Re: Your order No. 453 for electric drills

e Subject; Insurance policy No. 234

4. The Enclosure Notation’

When something else is sent together with the letter, you add the enclosure notation to inform
the reader of what is enclosed. The notation may be spelled out ( Enclosure/Attachment) , or it may
be abbreviated ( Enc./At. ). It may indicate the number of enclosures or attachments, and it may
also identify an enclosure specifically ( Enclosure; Copy of Invoice 3505).

5. The Postscript Notation®

The postscript is used to add an afterthought. In sales letters, it is used mainly as added punch.
If copies of a business letter have been made for other individuals, a copy notation is typed one or
two lines below the enclosure notation. A colon following is optional. Most people prefer to use
notations like CC, cc, Cc, which all means carbon copy. Since most copies are now photocopied,
some people use the notation XC ( Xerox copy), PC (photo copy), or C (copy). However, if
you do not want the addressee to know that someone else is receiving a copy, do not include this

notation on the original copy.

@ Sainple Letter

¢ ¢ Star Bank ¢ ¢ p

45 River Road Stirling Scotland ST 3341
Tel: 123498 Fax: 197663 Web Site: http://www. sss. com

September 5, 2015
Universal Software, Inc.
468 Oak Street

San Francisco CA 94105
U.S. A

Attention; Sales Manager

Ladies/Gentleman .
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Subject: Inquiry about your product

Sincerely Yours

SHEN John (Mr.)
Client Manager

Encl. Catalogue
CC: Previous Woods Amazon, Hong Kong Office
PS: Please visit our web site; http://www. sss. com

1.3 The Formats of a Business Letter

The often used formats are explained as follows

1. Indented Format

Almost all elements of the letter should have an indentation, for instance, letterhead, inside
address, letter body.

There is a rule for indentation. Each line of the “Inside Name and Address” should be indented
2-3 spaces, while in the body of the letter, the first line of each paragraph should need 4—5 space
indentation on the left-hand side of the sheet, while the complimentary close and the signature are

centered or on the right-hand side of the sheet.

Letter Head ﬁ

Date

@ Sample of Indented Format

Inside Address
a0
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Salutation
Body

LA IC]

CIE eI

Complimentary Close
Signature

e R o
I e s

iy " iy %
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2. Semi-block Format

It’s a combination of indented format and modified block format. It is very similar to the

indented format with the only difference that the inside address should start neatly from the left-hand
side of the sheet.

@ Sample of Semi-block Format

Letter Head y

Date
Inside Address
Sallltaﬁon - : @Hw,__,s;‘”‘ﬁ““%,thssﬁs‘iﬁf'“%ﬁ
iy, A i e %M&ﬁ@%&



