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Chapter

Business Letter Writing ;

[earning Focus

b

{ After the completion of this chapter, you will be able to:
~ grasp layout of business letters;
s - learn how to address envelopes;
" be familiar with styles of letters.

All the transactions depend on exchange of information. In modern internation-
al business, information is of dominant significance, and its exchange can be made in
various methods either in speaking or in writing. As written forms can secure com-
plete understanding between the parties involved, they stand as a permanent record
of each transaction. There are many types of written communication, including let-
ters, memos, reports, telegrams, telexes, etc. Business letters are the principle means
used by firms or companies to keep in touch with their customers. They are sent to
ask for or to convey information, to make or accept an offer, to deal with matters
concerning negation of business and so on. Foreign trade personnel should not only
understand but also be good at business letters.

S@?iﬂ;?ﬂ ' 7 Layout of Business Letters

Letters must be clear, coherent and well-organized. While writing a business letter,
you need to follow the conventional, established format or layout.

Normally a business letter comprises seven principal parts: the letter-head
(heading), date, inside address, the salutation, the body, complimentary close, and
signature. Each of these parts has a special form depending on the type of the letter.
Occasionally, a letter may also include some special parts.
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(1) Letter-head

Letter-heads include the essential particulars about the writer—his name and
postal address, his telephone number, his telegraphic and telex addresses, the fax
number and telegraphic codes used and even his website. Good quality paper and a

neat, well-organized letter-head combine to enhance the prestige of the firm that uses
them.

(2) Date

The date should be typed three or four line spaces below the letter-head and in
the indented form of layout, so placed to the right that the last figure serves as a guide
for line-endings in the body of the letter. Though other placements are now accepted,
it should always be typed in full and never abbreviated. Never give the date in figures
such as 187/2002; it could easily be confusing.

Whether commas or full stops are used in dates is accepted as a matter of taste,
but the inclusion of a comma after the month with no full stop after the year is now
customary. For example,

18th July, 2002 (British style)
July 18, 1986 (American style)

(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 spaces below the line of the date,
depending on the length of the letter. However, in official (i.e. government)
correspondence, it is sometimes placed at the foot, in the bottom left-hand corner.

Where the appropriate head of department is known, address the letter to him by his
official title. For example,

The Sales Manager

The Hercules Engineering Co., Ltd.
Brazennose Street

Manchester M526 BD

England

When addressing a correspondent personally by name, take care to spell the
name correctly. English address may have the following parts (not all addresses have
all the parts):

name of the house;

number of the house and name of the street;
name of the city or the town;

name of the county or state and its post code;
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name of the country.

In order to avoid ambiguity, when you write letters to other countries, always
include the name of the country, even if the city mentioned is the capital of the’
country, because there are some unknown cities with the same name as the popular
cities. Here is an example.

The Vice President
The Eagle Press Inc.
24 South Bank
Birmingham
Alabama

USA

(4) Salutation

The salutation is the greeting with which every letter begins. The customary
greeting in a business letter is “Dear Sir” or “Dear Sirs” (when a partnership is
addressed). But the Americans usually use “Gentlemen” instead of “Dear Sirs”. Note
that you cannot use “Sirs” alone and that “Gentlemen” cannot be used in the
singular. In American letters a colon is always placed after the salutation, while in
British letter a comma is done such as:

Dear Mr. White: (American style)
Dear Mrs. Green, (British style)

Quite often now companies are owned andor managed by women, and it is more
and more customary to use the greeting “Dear Madam” or “Dear Sir”, if the writer is
not sure whether the letter will be read by a man or a woman.

This forms the body of the letter and 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 reminders.

Write simply, clearly, courteously, grammatically and to the point;
Paragraph correctly, confining each paragraph to one topic;
Avoid stereotyped phrases and commercial jargon.

For very short letters you may adopt double line spaces except for your corre-
spondent’s name and address for which a single line space should always be used.



