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Chapter 1 Layout of a Business Letter

Learning Aims

Writing of a business letter is very important in the business circle. If a
businessman is unable to write an effective business letter, it is very difficult to
represent himself positively, which may cause problems in doing business. Through
learning this chapter, students will get to know the common styles of layout of a
business letter, arranging its composed parts and addressing of an envelope.

1.1 Parts of a Business Letter

Generally speaking, an ordinary business letter mainly consists of seven parts:
(1) Letterhead ({53k )

(2) Reference and Date Line ( 45 F1 H#j )

(3) Inside Name and Address ( N4 FRFHAL )

(4) Salutation ( FRIFE )

(5) Letter Body ( IE3C)

(6) Complimentary Closure ( 45EHGE )

(7) Signature (%4 )

Under some circumstances more parts may be contained:
(8) Attention Line ( {¥ 231 )

(9) Subject Line/Caption ( Zf )

(10) Reference Notation ( Z/p AfLE)

(11) Enclosure/Encl. ( ff{4)

(12) Carbon Copy Notation/CC ( #03% )

(13) Postscript /P.S. (=)



1.1.1 Letterhead

A letterhead includes the sender’s name and address, postcode, number of
telephone, telex and fax, E-mail address, etc. It is usually printed on the top centre or
typed on the right side of the paper.

1.1.2 Reference and Date Line

The reference may include a file number, department code or the initials of the
signer followed by the typist of the letter. They are marked “Our Ref.” and “Your Ref.”
to avoid confusion. They are typed immediately below the letterhead.

The date should always be written in standard form: September 10, 2006, for
example. All number form ( 10/9/2006 ) should not be used. The date should be placed
on the right-hand side for indented style and on the left-hand side for blocked style.

1.1.3 Inside Name and Address

Generally, the inside name and address should include some or all parts of the
following: the receiver’s name and title, company name, street address, city,
state/province, postcode and country. It appears on the left margin and usually starts
two to four lines below the last line of the letterhead.

1.1.4 Salutation

Two lines below the inside name and address of a letter is the salutation. The
customary formal greeting in a business letter is “Dear Sir” or “Dear Madam” used for
addressing one person; and “Dear Sirs”, “Dear Mesdames” or “Gentlemen” for
addressing two or more people. If the receiver is known to the writer personally, a
warmer greeting such as “Dear Mr. Smith” is preferred.

1.1.5 Letter Body

This is the most important part of a letter. It expresses the writer’s idea, opinion,
purpose and wishes, etc. It usually begins one or two lines below the salutation. Lines
within a paragraph should be single-spaced and double-spaced between paragraphs.
When writing, pay attention to the following:

(1) Courtesy
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Try to avoid irritating and offensive statements. It is also polite to answer a letter
promptly.

(2) Clarity

The sender must express the meaning clearly so that the receiver will understand
it well.

(3) Conciseness

Try to use the simplest sentences and fewest words to explain the meaning clearly.

@) Consideration

Keep the receiver’s request, need, desire and feeling in mind. Plan the best way to
present the message.

(5) Completeness

All the necessary information should be included in a business letter.

(6) Concreteness

Make the message specific and definite.

(7) Correctness

Standard language, proper statements, and accurate figures are needed in a
business letter.

1.1.6 Complimentary Closure

The complimentary closure ends a letter in a polite way. The main words in
complimentary closure are as follows: sincerely, faithfully, cordially, respectfully and
truly. These words may appear in any of these combinations as “Yours sincerely” or
“Sincerely yours”. The choice depends on the writer’s preference. It is usually placed
two lines below the last line of the body of a letter.

1.1.7 Signature

The writer’s signature consists of a handwritten signature and a typewritten
signature. When typing a letter, leave three blank lines below the complimentary
closure and type the signature identification and title on the fourth line. The writer’s
signature should be placed between the complimentary closure and the typed signature.

1.1.8 Attention Line

The attention line is used to name the specific individual the letter is addressed to.
It is usually placed between the inside address and the salutation or within the inside
address and centered over the body of a letter in the indented style.
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1.1.9 Subject Line/Caption

The subject line is the general idea of a letter. It is usually placed one or two lines
below the salutation and centered over the body of a letter in the indented style.

1.1.10 Reference Notation

The initials of the person who types the letter should appear in business letters. If
the dictator’s name is not typed in the signature area, the reference notation shows the
initials of both the dictator and the typist. It is placed two or three lines below the
signature.

1.1.11 Enclosure/Encl.
If something is enclosed, note it below the reference notation.
1.1.12 Carbon Copy Notation/CC
If copies of a letter are sent to other parties, type CC below the enclosure.

1.1.13 Postscript/P.S.

If the writer wishes to add something he forgets or for emphasis, he may usually
add the postscript two lines below the carbon copy notation.

KEFA RIS D I, Jbati Tk ik 024 F & kdtar L4 B
K, HNHEREEHTE LU,

BEIJING LIGHT INDUSTRIAL PRODUCTS
IMP. & EXP. CORPORATION 7k
Tel: (010) 66668888 E-mail: bjlipc@yahoo.com.cn
Your Ref: 038/te Our Ref: QY T/zcs April 9, 2006 | %=1 F 1]
P & H Company
8000 Lincoln Drive ENLFR
New York, NY 1122 Fishk
U.S.A.
Attention: Import Dept. EEHET
Dear Sirs, PRI
Subject: Leather Jackets Fh
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[We thank you for your letter of March 28. \

As requested, we are sending you herewith a copy of our latest price-list
for your reference. Please note that all prices are understood to be subj-
ect to our final confirmation.

We look forward to your specific enquiry.

Yours faithfully, > FEX,

Z.G. Wang

Manager

ZGW/bk

Encl.: as stated

CC: our Branch Offices

P.S. Your letter of April 2 has just arrived. We will look into the matter J
and reply to you soon.

1.2 Two Styles of Layout

There are several letter styles used by people nowadays. We mainly introduce two
styles that are frequently used, which are the blocked style and the indented style. They
may be used according to the writer’s preference.

1.2.1 The Blocked Style

All typing lines of a block letter begin at the left margin of a letter. This style is
simple and easy to type.
Letter 2

SR T 5 B ) S R AR S A FURSE 50 JEIAE DL T 47 225 3
A PRI UL RS ] S, SRR B2

Marketing Department of Huaqiang Company
200 Beijing Road, Changchun, Jilin, 130001, China
Sept. 12, 2006
Prof. Thompson
Harvard University
Boston, MA 02163
U.S.A.
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Dear Professor Thompson,
To celebrate the fiftieth anniversary of the founding of our company, we request the

honor of your presence at a reception which is to be held at Dayu Hotel, Changchun on
September 30 from 7 p.m. to 9 in the evening.

We would be glad if you could come.

Yours faithfully,
Mike Tang

1.2.2 The Indented Style

This is a conventional style. In this style, paragraphs of a letter are indented,
usually four or five spaces. Each line in the letterhead and the inside name and address
is indented one or two spaces.

Letter 3
D R TSR RN, JFRRRIAHE.

Harvard University
‘Boston, MA 02163, U.S.A.

Sept. 20, 2006
Mr. Mike Tang

Marketing Department
Huagiang Company
200 Beijing Road
Changchun, Jilin 130001
China

Dear Mr. Tang,

Thank you very much for your invitation to join the fiftieth anniversary of the
founding of your company at Dayu Hotel, Changchun on September 30.

I will be happy to be there at 6:50 p.m. to take part in the reception, and look
forward to it with pleasure.
Yours faithfully,
Thompson
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1.3 Other commonly Used Styles of Layout

1.3.1 The Modified Style

In this style, paragraphs of a letter, the lines in the letterhead, and the inside name
and address are not indented.

518 Main Street

Rochester, NY 14612

US.A.

July 8, 2006

Mr. Galen Smith
ABC Company
5688 Sussex St.
Buffalo, NY 14384
U.S.A.

Dear Mr. Smith,
We enclose details of our inquiry for fur coats to be delivered before the end of August.
Will you please give us your prices for the quantity named?

Yours faithfully,
Mark Johnson

1.3.2 The Simplified Style

In this style, all parts of a letter begin at the left margin. This style omits the
salutation and the complimentary closure. The writer’s name is usually placed in
capital letters four lines below the last line of the body of letter.

245 Zhongshan Street
Fuzhou, Fujian 350001
China

July 25, 2006

Miss Helen Brown
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128 Berry Drive
Minneapolis, MN 55106
U.S.A.

We have received your letter dated July 16. We are interested in your fashion
exhibition very much. We have decided to attend it.

We hope we can place large orders.

STEVEN ZHAO

1.4 Envelope

Addressing of an envelope calls for accuracy, legibility and smart appearance. The
sender’s name and address should be placed in the upper left corner, while the
receiver’s name and address should be placed about half way down the envelope.

The stamp or postmark should be placed in the upper right corner. The bottom left
corner is for post notations such as “Confidential”, “Par Avion”, etc.

Business envelopes usually have the return address printed in the upper left corner.
The address on the envelope and the inside address should be in the same style. The
blocked style is preferred. Here are two examples which show the blocked style and
the indented style.

1.4.1 The Blocked Style

Stamp)|
Elegance Clothing Company

60 South Street
Dalian 116000
China

Mr. Allan Addison
1220 South Main Street
Atlanta, GA 30091
US.A.




