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CHAPTER 1.

Layout of a Business Letter

Format,The jayout of a letter is the arrangement of 'its paris according
to a common format or style, including how the spacing is used to centre
the letter on the page. Most organizations adopt a standard format: when
you beign WO}k, you should obvious]y use the format of your organi-
zation, The most common formats are illustrated in/' figures 1, 2, and 3,

Generally, the letter paper is white and of good quality, although
the design of the letterhead depends on the organization, and so its type-
face, colour,etc, may vary,The standard size is 28cm x .21.,6cm; envelopes
are 'llem x 23, 5cm, When sending a business letter, you should make
sure that there are no grammatical or typing errors; the letter should
also be well centred on the page-i, e,, neither squashed up at the
top nor ending right at the bottom of the page, Never send out a letter
with visible corrections on the page, If you are not satisfied with the way
2 letter has been typed, do it again, or, in case someone else has typed
it for you, take it back and explain how you want it done,A sloppy,badly
typed letter implies a sloppy, badly run organization, )

" The parts of a letter, The parts of a busines letter are as follows;,
1.Letterhead, The letterhead includes the name,posta] and telegraphic
addresses, telephone and telex numbers of the organization, It is usually
artistically designed and printed at the top of the page,
Weavewel]l Woolen Co, Ltd,
Victoria Street
London EC 4X ISF

Tel;01-1737-431 Telex;9325194 Cable, WEAVEWELL, London



Figure | s+ Semiblock Style

MEMPHIS STATE UNIVERSITY
MEMPHIS. TENESSEE 31152

December 18, 19-

Mr, Joe Claiborne, Office Manager
Swallows Insurance Company

5983 Naplewood Cove

Memphis, TN 38117

Dear Mr, Claiborne,

As yourequested,] am sending you some samples of Lettefs that illustrate
various styles, | am glad to be able to help you in this way in the pre-
paraiion of your new correspondence handbook,

This letter illustrates the semiblock style, S'om‘etimes called the modi-
fied block with indented paragraphs, '

Terminology with reference to letter styles differs widely;the basic for-
mats, however,are ‘standard, .

This rather conservative format w@uld be suitable for use at your insu-
rance company, although 1 do not recommend it, Although the indentations
effectively separate the paragraphs they are’ "t‘xnhe'c'ei;sary as there is always a
blank line space between paragraphs,

Yours sincerely,

Binford H, Peeples

Professor



Figure 2, Full-block Style
MEMPHIS STATE UNIVERSITY

MEMPHIS, TENNESSEE 38152
Decmber 13 19-

Mr, Joe Claiborne

Office Manager

Swallows Insurance Compauny
5983 Maplewood Cove
Memphis TN 38117

Dear Mr, Claiborne

This Jetter illustrates the use of the full-block style,

Use of this style is growing in popularity because of the case with which
it may be typed,

Some persons object to this arrangement because everything begins at the
left margin; they prefer the date and closing‘lines to be centered or back-
spaced from the right margin to balance the letter, Other people prefer
this style because they think it is more tusiness like,

Notice that open punctuation is generally used in this style, This means
that commas, full stops and colons are not used for the date,
ot closing line,

address

Yours sincerely

Binford H, Peeples
Professor



Figure 3, Meodified-block Style ' }
MEMPHIS STATE UNIVERSITY
MEMPHIS, TENNESSEE 38452

December 18 19-
Mr, Joe Claiborne,

Office Manager,

Swallows Insurance Company,
5683 Maplewood Cove,
Memphis, TN 38117

Dear Mr. Claiborne
This ietter illustrates the style known as the modified block,

Should you decide to adopt this style, ] would recommend that the date and
closing line begin at the centre point of the page, They can also be back-

spaced from the right margin, (as in this example) but some people find this
method rather time consuming,

In all the styles illustrated so far, standard punctuation has been used;
this refers to the daté, address, salutation and closing line, Normal punctua-
tion is, of course, used in the body of the.letter,

As you may have noticed.by now, there is no precise answer as to the best let-
ter style; itis purely a case of personal preference, Each organizatioh chooses
its own style, and its employees should follow it,

Yours sincerely

Binford H. Peeples

Professor
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2. Reference Number (Reference Initials): . The referepnce) namrbeg isgene-
rally used as a useful indication for filing, so it must be easily seen, Be-
cause of this, it is often placed two lines below the letterhead,

In some incoming letters, You may find it at the end of; thé letterior
the left margin, two lines below the signature,

[t may consist of a number and/or the initials of the persom. sending
the letter and the initials of the person typing the letter, So, if John Smith
is the sender of a letter and Louise Brown the typist, John’s initials will
come first, in éapitall lettefg, then a bar, then Louise initials in small let-
ters, JS/lb, If Louise Brown sends and types the letter, the reference will
be LB/lb, The reference number is set out .ike this,—OQur ref, 386 JS/lb
or 1S/1h 386, . |

The reference number of the letter under reply should also be included,
if any, as it serves asa guideline for filing by the recipient, So, if George
Wiiliams sent a letter to John Smith, typed by Grace Peters, the re-
ference on John Smith;s reply would look like this,

Your ref ,GW/gp
Our ref; 386 JS/1b )

3. Date, Every letter should be dated—never send out a letter which
1sn’t dated, The position of the date below the letterhead depends on the
length of the letter, but it shou]ld never be less than two lines, The posi-
tion of the date (either on the right or the left) depends on the style you
decide to use, '

Note that there are different ways of writing the date,

August 10, 19- (Americén form)
10th August, 19-(British form)

[t is unwise to abbreviate the name of the month nor show the date in
figures like 10/8/1i9-or §/10/19-as this may cause some confusion, This is
because the British and the Americans do not read thAe day and the month
in the same order, If you are giving information, such as shippiﬁg or delivery
or appointment dates, it is vital that the date should be correct, so it
is better to write it out in full.. ,

4, Inside Address,The inside address of the receiver of the letter is
usually placed on the left-hand side two to eight lines below ‘the date line,
depending on the length of the letter, When the receiver is a company, the
inside address is written thus, '

The Acme Shoe Co, Ltd,



» 1

369 Piccadilly
London, WN OBH
UK

Messrs, Harrison & Co,
501 Mountain Place
Anytown

“ Messrs ? is the plural of “ Mr, ” ,and is used only when the firm is
named after one or more persons, e,g, Harrison, Smith Co,; Brown & Sons;
White Bros,, etc,

When the letter is addressed to an individual in the company, the per-
son’s name should be preceded by the courtesy title -Mr,,Mrs,, Miss or Ms,
1f you are not sure whether or not the woman to whom you are writing is
married,use Ms, This title is now perfectly acceptable,

especially in view
of the fact that many career women prefer it,

Sometimes, his or her position—Director, Manager,
dition to the company’ s address thus,
Ms, Sarach Davies
Sales Manager
The Acme Shoe Co, Ltd,
369 piccadilly
London, WIN CBE
UK _
1f the letter is addressed to the company but directed to the atteantion
of an individual, the inside address is written thus,
The Acme Shoe Co, Ltd, -
369 Piccadilly
London, WIN OBH
UK-
ATTN;Mr, Paula R, Scott
Accounts Department

{ATTN = Attention=For the attention of)

etc, is given in ad-

If you do not know either the name or the position_'of,‘the person who
should deal with your letter, you should have someé 1dés of which department
+-Sales Department, Advertising Department,etc, the letter should go to, In
this- case, address it to the attention of the relevant department,

The Acme Shoe Co, Ltd, A
369 Piccadilly



London, WIN ODBH
UK

Attention; Accounts Department

5. .Salut:aﬂiions A business letter should always begin “Dear,,,"’, 1t should
be typed two to four lines below the address, and should match the name
on the envelope and inside address, although the whole name should not be
wriften, e, g, if the person you are writing to is William T, Holmes, his
name on the envelope and inside address will be typed exactly in that way,
However vou do not write the salutation as Dear William T, Holmes” ,
You may write either4Dear Mr,Homes”if you don’t know him very well,or
“Dear William?if you do know him, If you haven’t been able to discover
the name of the person to whom you are writing and you kmow only the
person is a man or a woman, write “Dear Sir “or” Dear Madam?” If you’ re
addressing your letter to the company as a whole, write “Dear.Sirs” or
“Gentlemen”,

6. Subject Line, This comes two lines below the salutation, either be=-
ginning at the left margin or in the centre, depending on which style
you are using,_ The subject line helps the reader to ;)btain quickly the gist
of the letter,'_ft’is especially luseful'yif two companies have a lot of corres-
pondence with‘ each other on a variety of subjects, as it immediately tells
what the letter is about, It is also useful as a guide for filing, It should
be underlined and can begin with or without the word“Re,” or “Subject,”
but should always denote what the letter is about,e g,

Re. Sewing Machines
Subject,Qur Contract No, 92125, Your L/C No, 91897
Sewing Machines

Sewing Machines

7. Body of the Letter, This should begin two lines below the subject
line, if there is one, at least two lines below the salutation if there is ne
subject line, Business letters should be typed by using single spacing, and
two spaces should be left between each paragraph, Do not vary the spacing
between paragraphs in order to make-sure that your letter is nicely balanced
on the page, lnstead, vary the spacing between letterhead and reference
number, date and inside address, inside address and salutation the last
line of the body of letter and complimentary close, complimentary. close
and typewritten name, Leéve'a margin of 1 1/2 inches (3,8cm) on the left
hand side and 1 to ll/ziuchés (2.5 to 3.8 cm) on the right-hand side of the paper,

3. Complimentar}'. Close; This is plbaéed_ two or four lines below the last

7.
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line of body of the letter, It should match the salut'z;'t'ibzn,lillfl)’ou aregvi,riting
a very formal letter which begins “Dear Sirs” You should end it with “Yours
faithfully” ,4Yours sincerely” is now a generally accepted ending to axjy busi-
ness letter, “Yours truly” is also widly used, If the salutation is “Dear
Mr, Jones” or the like, “Sincerely,” is suitable, “Cordially” may be used when
it is desired to show personal or business friendship, You may also end with

8Best regards”or“Best wishes” if you know the person very well,

9, Signature, All letters must be signed, Unsigned letters have no autho-
rity, The letter should be signed by the person who is sending it, A busi-
ness letter is signed in different ways according to the degree of responsibi/ltty

assumed by the one who signs it, If ‘the letter is 'signed by one who can

write on his own responsibility,only the personal name and title are required,
If it is signed by one who has authority to sign for the organization
or department but does not have responsibility to act on his own, the name

of the organization appears f{irst, followed by the person’s
or without the name of the department,

signature with

Compare the following examples,
. 1)Yours sincerely,
(Signature)
(Typewritten Name)
Manager:
2) Yours sincerely,
(Signature)
(Typewritten Name)
Manager, Shipping Department
3)Yours sincerely
J.B, Smith & Co,
(Signature)
(Typewritten Name)
4) Yours sincerely
"I, B, Smith & Co,
(Signature)
(Typewritten Name)
Marketihg Department
The person’s name is typed beneath the signature so that the name is
legible to the reader — sometimes people’s handwritten signatures can be
wery difficult to read, The signature should be written in the space between

the complimentary close or the company name and the typed name-a space of

8



at least four lines should be left, A rubber stamp should never be wused in
place of a handwritten signature, as it is not acceptable in a court of law,

10. Enclosure,; If ‘any documents, catalogues, price lists, etc, are sent
with a letter, this fact should be pointed out by writing “Enclosure” or its
abbreviation “Enc” at least two lines below the typed-name or title below
the signature or two lines below the reference initials to facilitate checking
up on sealing and opening the envelope and for record purpese, The marking
may be in an.y of the following ways.

Enclosure '

Enc,

Enc,, as stated

Encs; 2

[f there is more than one enclosure, “Encs”should be used and the num-

ber mentioned, If the enclosures have not been mentioned in the letter you
should indicate clearly what they are,
Encs; | catalogue

I price list

11, Carbon Copy; Carbon copy is usually abbreviated to cc or c,c, Co-
pies of letters are sometimes given to relevant people who need to know the
information contained in the letter, For example, you may 'have more than
one person dealing with sales to a particilar customer- in thns case all the
people dealing with the sales to that customer should get a copy of any cor-
respondence sent,Many companies now simply photocopy their letters, takmg
the view that time is more valuable than the cost of photocopying paper
Carbon copy paper also has a disadvantage in that it is thin and unsuitable
for long storage in files— photocopying paper is stronger and
Copies may be given to people in both companies invoived

dence, and this should be indicated in the following way, —

lasts longer,

in the correspon-

cc Mr, John Smith - ABC Co (Sales Manager)
Mr, Bill Withers — ABC Co (Salesman)
Mr, Peter Hall - DEF Co (Salesman)

Mr, Simon Adams-DEF ‘Co (Saleman)

Sometimes, people distribute“blind” copies within their company - this

, but do not indi-
cate this fact on the letter itself or this fact is specified on the copy

by the abbreviation ®bcc” (blind carbon copy) and the recipient’s

pies should be indicated at least two lines below

simply means that they give somecne a copy of a letter

only
name, Co-
enclosures, if any,or at

least two lines below the typed name or title, if there are no enclosures,



i2, Postscript, Pést_scribt (PS) is a common feature in personal letters,

but tends not to be used so mu.ch in business letters, If you wish" to .either

draw someone’s attention or clarify a point, use “NB,”, This may eithef
been made,

“,..our agent will contact you, (NB,; he will return on April 10)...”

or at least two lines below the last line of the letter,

(NB; QOur agent will return on April 10)

Note that you should never use “NB?

be used in the body of a letter immediately after the point has

or “PS?” just because you have for-
goiten to include something in the body of the letter If you realise you have

forgotten to include something, the whole letter should be retyped

In business letters, it is now used only as a device to draw the reader’s

attention to an emphatic point, which is either deliberately left out from

the body of the letter for presentation as a PS or repeated in it as mentioned
above,

Second and Succeeding Pages; If your letter is going to be longer than

a page, remember to leave at least six blank lines at the bottom of the first
page which should, of course always be typed on lettechead,

The second and succeeding pages shouldn’t be typed on a letterhead,

Some companies have “second Asheets”,. which have a short form of the letter-

head along the top of the page, other  companies simply: use blank papef

of the same quality for the second sheet,The name of the addressee, the page
number and the date should be typed at the top of the second and succeedlng
pages four to six lines down, :

Smith & Co, soind sliie : May 5, 19—

A business letter sﬁould never be typed on both sides of the paper,

How Should a Letter Look on the Page, Every letter should be well
balanced on the page-not too low nor too high, A rough guideline as to
spacing will follow,but everyone.should use their common sense when spacing
a letter —a short letter of 6nly a few lines should not be too near -the top

of the page, leaving a huge gap below the signature, If a letter is long and

takes up more than one page, make sure that you leave a space of -8 lines

at the bottom of the f1rst ‘page,Put this sign,..1... in the .bottom right
hand corner to 1nd1cate that the letter will continue, .or,

if you wish, in the
centre of the page

. Number the second page like this,.,.2,..either in the

top right hangi corner or in the middle, A second page should never look like-

this,
Yours sincerely

J. Smith

210



Manager

There should always be a few lines of the body of the letter above the
closing line and signature, :

Don’t send out a letter with visible corrections on it; you should type
it again, Always check a letter carefully for typos(typing errors) before signing

-d sending it,

Addressing the Envelope; The address on the envelope should begin one
third of the way accross the envelope from left to right and half way down
from top to' bottom,

You may sometimes have to write to someone who is only temporarily
at a certain company and who will then return to his original address,
While he is in his temporary posl‘uon,you should write to him“care of”(c/0)
the company he is staying with,

Mr, C.E. Smith

c¢/o China Natwnal Chartermg Corporatlon
P.O, Box 592

Beijing

China

If you ask someone to take a letter to someone else for you, you should

write  as follows, ' '
. C.E. Smith
By kmdness of Mr (Mrs or MlSS or Ms )--
Through the courtesy of Mr, (Mrs or sts or Ms )

'The address of thé envelope shoud agree thh the inside address, It should
be written in the following order, —

Name € N

Titl‘e/position/department

Company name

Street address

Town

County/province

Country

’I‘.he’(:ountry may be underlined if you wish,

The Opening Paragraph The over- formal and complex businss language
of an earlier time has now largely been dlspensed with in favour of
clear and simple language, You should avoid usmg old fashioned terms'such
as “We are in receipt of your favour of the,,. at the beginning of a letter,

The openmg paragraph is uSudlly short and concise; if you are replying to

11



a letter you should mention it’s date and reference number,
Thank you for your letter BP/hl/OOS of January 10...
Many thanks for your letter of February 11,

In reply to your letter of March S sieee
Further to our letter of Aprxl 2sees

If you are writing a first letter to a company (i,e . you are not replying

to one from them) begm with a clear, straxght forward sentence te indicate
smmediately what the letter is about )

We have begun a new system of manufacture which we feel may be of
interest to you

Three months ago we completed a two-year programme of

Go on to give clear details of the information you want to communicate,

The Closing Paragraph, This is usually a simple sentence which brings
the letter to a polite close, It stands as a para'.graph>by itself, You should
be careful to strike the right note,

If, for example, you are trying to get someone to do something for you
or buy something from you, you may say “We look forward to hearing from
you soon”, If you are giving someone information about something you hope
they will buy for you, you can say “Please do not hesitate to contact us
should you require any further information” but if you are agking them to
send you some information,you wouldn’t say this, Instead you could say “We
would be grateful if you could 'send us this information as soon as possible”,
Here are other possible ways of ending a letter,

if you need further details/particul'ars/information, please let us know,

Should you require any further details/information/particulars, please
do aot“hesitate to contact us,

We look forward to hearing from you soon/in the near future,

An early reply would be highly appreciated,

Thank you for your interest in our company/our product,,

Should there be anything else we can do to help, please let us know,

If you can provide any further/additional infomation, please let us know/

please do rnot hesitate to contact us,

We would be most grateful if you would give this matter vour earliest
attention,

The complimentary close should follow the closing paragraph,
You should not thank anyone in advance for something that you hope

they will do for you—only thank them for that they have already done,

12



Note tnat such phrases as;

_ Hoping to hear from you soon, we remain,,,are old fashioned,

EXERCISES

1. Arrange the following in proper form asithey should be set out in
a letter,

1) Sender’s name. Guangdong Foreign Trade Devalopment Corporation

2) Sender’s address; 779 Dongfeng Dong Road, Guangzhou,China

3) Sender’s cable address; 5527GFTDC '

4) Sender’s telex address; 44388 GDFTC CN

5) Date. September 15, 19—

8) Receiver’s name; H,G, Wilkinson & Co, Ltd,

7) Receiver’s address; 245 LLombart Street, LLagos, Nigeria

8) Subject; Sewing Machines

9) The message,
We thank you for your letter of September 3 enquiring for the captioned
good_s,
The enclosed booklet contains details of all our Sewing Machines and
will enable you to make a suitable selection,
We look forward to receiving your specific enquiry with keen interest,

2 ,Address an envelope for the above letter,
NGTES,

1, layout ( “leiaut Jn, (X))

2, format(/foma tJn, (JEX)

3. spacing ( /speisin Jn, [\B# ( FZE 7HE)

4, illustrate (“ilastreit J v,, explain by examples, pictures, etc, (IHHE
B

B typeface ( taipfeis ) n, ( 3FEIMIFZHE)

6. vary (/vgori ) v,; become different ( 75 )

7. grammatical errors ( ik FRER)

8, typing errors ( T MI4ESIR )

9, squash ( skwo§{ ) v,. press flat or into-a small space ( ¥ )

10, visible (’/vizibl Ja,,; that can be seen ( A I )

11, correction, sth,put in place of what is wrong ( ¥ 2 4ib)

12, be satisfied with,_,, ( Xf---RBAIFEE)

13, in case (IIZR )

14, sloppy (’slopi)a,; not done with care(ﬁ&ﬂg)

15. imply ( im’plai ) v, involve the truth of sth not definitely stated
(EH--HER)

‘13
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29,

16. a sloppy, badly run organization (FEIFRK/AT )

17. letterhead ( /letohed Jn,; sheet of paper with printed name and ad-
dress of a business firm ({g§3k)

18, postal address ( Hpf4%F 28 ik )

19, telegraphic address ( EBiRHS )

20, telex number CHfE5 )

21, artistically ( a,”tistikeli ) ad,; beautifully (£ )

22. design ( di’zain ) v, make designs for (¥ #f: -&ﬂ‘ )

23, semiblock ( /semiblok ) style ( 2t 3L5R)

24. Memphis ( /memfis ) FRH (3 M AT H— 7 )

25, Tennessee ( ,tena’si; ) ( HAPH (EE KB HE—M, #B&{ETenn,)

26, new correspondence ( ,koris’pondons ) handbook ( FHIR JFM )
27, modify ( /modifai ) (R )

28, indented paragraph, a paragraph with the first line started farfher

from fhe margin than the others ( 4if7HIB %)
terminology ( ,teminolod,i)n,; the system of terms belonging or

peculiar to a science, art or specialized subject ( £[J&¥#; RiE)
30, with reference to; about ( 2£F)

31, differ { /difs ) from; be distinguishable from ( .../ R )

32, conservative ( ken’/sa,votiv-)a, (f£5Ff)

33, insurance company ( /AR )

34, indentation ( ,inden’teifon Jn, ( 4547)

35, effectively i/fektivli Jad, ( H¥H)

36, separate (/separeit) v, (4FF)

37. a blank line space between paragraphs ( Bt 5B > MMZ17)
38. fuli— block style ( £F3L=R)
39, popularity ( ,popju’leeriti Jn,
40, object ( ob’d 3 ekt J to ( FZ X} )
41, left margin, the margin on the left-hand side ( Z;gil#jgi)

42, center v, (IAEPRETEAL)

43, backspace v,; the method of adjusting the position of a word in
typing by moving the garriage of the typewriter back one or mdre spaces
with the.spacer ke CH3R B GOBE LAR B —Hish ke

44, business like (L% 31E)

45, open punctuation ( ,panktju’eifon ) ( ﬂ)ﬁ(iﬁmﬁ;ﬁ )

46, colon ( “koaulen ) m, puanctuation mark(:) in writing ( §8)

47. modified-block style (BLR %) ‘

48, time consuming, to waste time ( JR#RHE[A] )

quality of being popular ( ZEiF)



