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Sales Letters
and Inquiries

OBIJECTIVES

Letters serve as an essential means of business communication. In this unit, you will
learn the following:

* Understanding the basic parts of a business letter

¢ Organizing a business letter

Writing different types of letters: sales letters and inquiries

[

. Are letters necessary in business communication? Why or why not?
2. What are the differences between a business letter and a personal letter?

You are Joan Chang, assistant buyer for Joy’s Toy Store, 186 N Jefferson St., Albany, GA
31701. You are writing a letter to Nana Toy Company, Inc., 166 Mathewson St., Providence,
RI1 02903, to inquire about the price of the dolls it makes.




PART 1 What Is a Business Letter?

A is a letter one writes to inquire, inform, or make a request
to a business entity, a private individual, or individuals on behalf of another
business entity. It is regularly used when you write from one company to another,
or from a company to its customers, clients, and other external parties.

There are many reasons to write a business letter. It could be to request direct
information or action from another party, to order supplies from a supplier, to
identify a mistake that was committed, to reply directly to a request, to apologize
for a wrong, or simply to convey goodwill. Today, even in our technological world,
business letters are still very useful because they produce permanent records and
deliver persuasive, well-considered messages.

PART 2 How to Write a Business Letter

PREPARATION

A business letter is most effective when you stick to one clear subject in the
letter. If you have two subjects, write two letters, because too much information
in one letter may confuse the reader. When you write a letter, connect the
purpose of writing with the interests and needs of the reader. Effective letters
should also be well-organized.

Ask yourself the following questions:

Subject

* What is the letter about?

* Is my subject specific enough?
e Is my subject to the point?

Audience

* How well do I know about my audience?

* How much does my audience already know about my subject?
* How will they feel about my message?

Purpose

* What kind of business letter am I writing?
* What do I want the reader to know?

¢ What do I want the reader to do?

" Organization
* Does the letter follow the standard format?
* Does the letter include all necessary parts?



e Is the structure of the letter clear and reasonable?

BASIC PARTS OF A BUSINESS LETTER

A business letter is more formal than a personal letter. It consists of several

parts. In routine business correspondence, however, not every part in this
section is necessarily used.

(or ). A company usually uses printed stationery
with a specially designed heading or letterhead at the top of the sheet. It bears
all the necessary company information, including its name, address, phone
number, fax number, website address, email address, logo, etc. It is not necessary
to type the return address if it has been printed on the stationery.

Letterhead *

Ual’d 5359 Timberlea Bivd., Unit 29
Safeg Mississauga, ON L4W aN5

info@safeguardconcepts.com

Room 905 HungHom Commercial Centre Tower A,
39 Ma Tau Woi Road Hunghom, Kowloan, Hong Kang SAR

h‘ TEL: 23456789
‘ . UDSO" ‘ E-MAIL: hudson@hotmail.com
ELE {1 LTD

"LECTRIC RESEARCH

If letterhead stationery is not available, you can leave a five-centimeter top
margin and type the heading, which includes a return address.

Examples:

HC Publishing House Sanjiang College

208 Ditmas Ave. 10 Longxi Lu, Tiexin Qiao
Brooklyn, NY 11218 Nanjing, Jiangsu 210012
USA China

. When you write the date, the month should be fully spelled out, and
the year should be written with all four digits, for instance, October 12, 2015(US
style), or 12 October 2015(UK style). The date is aligned with the return
address. The number of the date is pronounced as an ordinal figure, though the
endings -st, -nd, -rd, and -th are omitted in writing. In order to avoid confusion
in international correspondence, you should always type out the full name of the
month instead of using numerals.



DO NOT WRITE: 01 -08-2015
WRITE: January 8, 2015 (US style) or 8 January 2015 (UK style)
If you write 01 -08 - 2015, a British businessman may mistake it for August 1, 2015.

or (optional). If your letter is restricted to
a particular readership or must be handled in a special way, it should include
mailing notations or in-house notations. The letters in mailing notations
(e.g., SPECIAL DELIVERY, CERTIFIED MAIL, REGISTERED MAIL,
AIR MAIL, or BY MESSENGER) and in-house notations (e.g., PERSONAL,
CONFIDENTIAL, PRIVATE AND CONFIDENTIAL, or STRICTLY
CONFIDENTTIAL) should all be capitalized.

Examples:

CERTIFIED MAIL
CONFIDENTIAL

. The address of the recipient in a business letter is
called the inside address. It is always on the left margin and it includes the
recipient’s name, company, address, and postal code. You may add the job title if
appropriate. If the title appears on the same line, separate the recipient’s name
and title with a comma. If it appears on the next line, omit the comma.

Examples:

Mr. Michael Stone, Director [¢Separate the name and the title with a comma.]
Marketing Department

ABC Import Company, Inc.

128 Sandy Hill Road

Zora, MO 65078

USA

Ms. Annie Green [¢<-Omit the comma.]
Assistant Manager

Corporate Planning Department

Feller Metal Mechanics, Inc.

5266 Woodhill Avenue

Greenwood, DE 19950

USA

Mr. Liu Ping

General Manager

Y&G Import Co., Ltd.

1280 Fuzhou Lu, Huangpu Qu
~ Shanghai 200002

China

If you deliver the letter to a post office box, put “P. O. Box” plus its number



underneath the company’s name. For example, if you are sending a letter to the
United States and you know the full 9-digit postal code, use it as it is preferred
by the post office there.

Examples:

Mr. Madison James, Director Ms. Mary Rosen, President
Finance Department A&G Public Relations

Adven Food Company, Inc. P.O. Box 123

P.O. Box 1234 Hales Corners, WI 53130 - 3456
Atascadero, CA 93423 — 2366 USA

USA

Mr. Li Rong, General Manager
Tex Tech, Ltd.

P.O. Box 199

Shanghai 200001

China

If you are in China, and you want to write letters to other countries, always
include the name of the country to avoid ambiguity.

Examples:

Mr. Thomas Collins, President Mr. Jonathan Lee, President
IT Design, Inc. QNC Design, Inc.

1277 ldlewood Ave. 261 No.2 Rd.

Richmond, VA 23290 Richmond, B.C. V6Y 2C1
USA Canada

(optional). An attention line is used when you want the
letter to be handled by a specific person and/or department.

Examples:

Bameli, Ltd.

48 Stanstead Road
London SE27 1HF
UK

Attention: Human Resources Manager
Ladies and Gentlemen,

Feller Metal Mechanics, Inc.

5266 Woodhill Avenue

Greenwood, DE 19950
USA

Attention: Order Department



Ladies and Gentlemen:

ABC Food, Ltd.

Room 801, 12 Ningxia Lu
Gulou Qu

Nanjing, Jiangsu 210009

For the Attention of the Financial Department

Ladies and Gentlemen:

(optional). In order to facilitate the filing and
connect the letter with other letters, some companies use reference numbers. A
reference number is the file number of the project, case, or order that the letter
refers to.

Examples:

Ref. No. 080713 (in the form of the date)
Reference number 050214
File number AC872 (in the form of a combination of numbers and letters)

Different companies have different systems of reference numbers, so you
may also type out the reference numbers of both sides, for instance:
Our reference 050214/Your reference AE28

If you do not use a reference number, you may mention your previous letter
in the body part to facilitate the reader’s understanding, for instance:
Regarding your letter of December 18, ...

In reference to your inquiry of April 6, 2013 ...

Sometimes, your reference number is typed below the letterhead in the
short form “Our ref.” and “Your ref.” for the one who receives the letter, for
instance:

Our ref. 050214/Your ref. AE28

. In a business letter, the salutation should be used appropriately.
Use every resource possible to address your letter to an actual person. Use the
addressee’s name whenever you know it. People are more likely to read a letter
with their names in the salutation. Always make sure that the addressee’s name is
spelled correctly. In the U.S., the salutation in a business letter is usually followed
by a colon (:), while in the UK, it is usually followed by a comma ().
Do not use “Mr.” or “Ms.” unless you are sure about the gender of the
addressee. Note that in the UK, there is no period after “Mr” or “Ms,” as in “Dear Ms
Zhu.” The following are common salutations used in business letters.

If the letter is addressed to a man, use:
Dear Mr. Zhang: Dear Mr. Johnson:



