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Chapter 1 Basic Knowledge of Business
Letter Writing

Learning Objectives

+ Understand the structure of a business letter.

+ Know the importance of standardizing the business letter writ-
ing, ‘

+ Learn the designing of an elegant letterhead, a standardized in-
side address and a perfect letter body.

+ Master the correct arrangement of various parts of a letter.

+ ‘Understand the language characteristics of business letter writ-
ing.

- Master the styles of business letters.

« Get familiar with the letter body writing.

+ Learn the ways of designing the envelope addressing.

INTRODUCTION

Although formality in business letter writing is rapidly going way to a less con-
ventional and more friendly style,the layout still follows a more or less set pattern
determined by custom. It is safe to follow established practice so as to avoid confu-
sion and waste of time for both sender and receiver.

Good form in letter writing, like good form in any other activity, comes from
making correct practice habitual. It is-a good plan to adopt one form of layout and
to stick to it.

I . Structure of Business Letters

There are 13 parts of a business letter as follows:

1. Letterhead
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2. Date Line

3. Inside Address

4. Attention Line

5. Salutation

6. Subject Line

7. Body »
(DOpening or Introduction @Details (®Response or Action @Closing

8. Complimentary Close

9. Signature

10. Initials

11. Enclosure

12. Carbon Copy

13. Postscript

1. The Ways of Using the Writing Parts and Their Standardized
Designs

1. Letterhead

Letterhead includes the sender’s name, postal address, postcode, telephone
number, E-mail address, telex number, fax number and cable address,
etc. Usually big firms engage experts to design their attractive letter paper, with
their well-balanced letterheads, sometimes even with trademarks pre-printed on it
in order to strengthen their firms’ impression and enhance their firms” prestige. The -
best way is to usually print the letterhead in the up-center or at the left margin of a
letter writing paper, and using different forms and sizes of both English alphabets -
and Chinese characters will especially show a very smart and wonderful design of
the letterhead.

Example (1)

AN :
TIANJIN CARPETS IMPORT & EXPORT CORPORATION
45 BAODING STREET, TIANJIN, China
Tel: * % % % % Fax: % % % % %
E-mail; % % % % % % % Postcode: * % % % %

]
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Example (2)
El Mar Trading Company
16 Main Street, Fresno, California, USA
Tel: * % % % % Fax: % % % % %
E-mail; * % % % % % % Postcode; * % % % %

Using this design will enable the writer to put the firm’s name, postal address
and all the communicating information in four lines and not to occupy too many
lines of the letter paper. Sometimes letterhead is printed at the left margin of the
sheet of letter paper. Such design can often be found in ‘the full- blocked style or
semi-blocked style of letter writing.

Example (3)
Messrs. William & Sons Ltd.
58 Lancastor House

Manchester, England

Tel: * % % % * E-mail: % % % % % % %
Fax: % % % % %

Postcode: * * % % %

In this design, in order not to occupy too many lines in the letterhead , E-mail
address and Fax number have to be omiited, thus the inconvenience in using mod-
ern communicating techniques will be resulted in. And if you type all of the num-
bers below the address, your letterhead will be long enough to occupy nearly a

quarter of your sheet of paper. So the best design of letterhead writing does not be-

- long to this kind.

Sometimes you can find that the letterhead is put at the right margin of the
sheet of letter paper. Such design will bring you much difficulty in offering good

balance, especially when the letterhead is too long to put into some short lines and

will as well show you a long list of communicating numbers and figures.
Example (4)

Grand Union Co. Ltd.
234 Linwood Street
Manchester, England
Tel; * % % % % E-mail;: % % % % %
Fax: * % % % % Postcode: * * % % *

2. Date line

In business communication, when a firm writes to another, each will give a
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reference. The reference may include a file number, departmental code or the ini-
tials of the signer followed by that of the typist of the letter. These are marked as
“Our Ref: =* = * ” and “Your Ref: #* % %” to avoid confusion.

Example (1)

Your Ref: JVD/ZH

Our Ref: WDC/LF

Example (2)

Our Ref; SEL/SY

Your Ref: No. 145/170 _

As for the date, it is usually put one or two lines under the letterhead right
for the purpose of filling or checking. It should be typed in full and not be abbrevi-
ated. The -th, -st, -nd and -rd that follow the day may be omitted such as: “6
June” for “6th June”, “May 1” for “May 1st” . Don’t use the all-number form
and write 07 instead of 2007 for the year. The American practice is to write the
date in the order of month, day and year as 3/8/2007 or 03/8/2007, but the Eng-
lish practice is written in the order of day, month and year as 8/3/2007 or 8/03/
2007. Simple ways of writing: March 8, 2007/March 8", 2007/8"™ March,
2007/8 March, 2007. Avoid using “3/8/2007” or “2007.3.8” .

3. Inside address

Generally, the inside address should include the receiver’s name and title,
company name, sireet address, city, state (province) , postcode, and country (if
necessary) . They are typed at the upper left-hand margin of the sheet, starting
two to three lines below the last line of the letterhead. It appears exactly the same
way as on the envelope.

Example

. Smith Watch Company
190 Broadway, Chicago, Illinois, USA
Tel: * % % % % % Fax:****_**
E-mail:; * % % % % Postcode: * * % % %
4 June, 2007

Mr. George Smith
Sales Manager
Mid-West Imp. & Exp. Inc.
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There are such several styles of inside address as follows: s
a. If writes to somebody, for example:
Mr. Allen Smith
Middletown Oil Company
205 Main Street
Middletown, Oklahoma
b. If writes to a manager, &and also doesr’t know about his name, for example;
The Sales'Manager Co ‘

William Jones, Ltd.

87 Brooklyn Avenue .. .
New York.9, N. Y.
U. S. A.

c. If writes to.a company, for example:
Mary Company Limited
No. 25 Victoria Sireet
London, E.C.9, England
If the company is not named after somebody’s name, “the” may be added in front of the
name of this company. For example ;
The Smith Watch Company
124 Skimers Road : -t
Karachi
Pakistan

4. Attention line : . ‘

Attention line is used when the writer of a lefter addressed to an institution or
an orga;ﬁzation wishes to direct the letter to a specific individual or specific depart-
ment. It is generally placed between the inside address and the. salutation, under-
scored or not underscored and is centered over the body of the letter. If it is used in
the full block format, it will be typed at the left-hand margin. It generally follows
the inside address. e. g Attention; Mr Smith; Attention: The Sales Manager or
For the attention of Mr. Smith.

5. Salutation

Salutation is the complimentary greeting with which the writer opens his let-
ter. The salutation is “ Gentlemen” if the letter is addressed to an organization,
even if there is an attention line directing the letter to a particular individual within
that organization. *

In business corresporidence, “Dear”. is used to express respect here, the

most commonly used salutation forms are
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Dear Sirs, (British Style)

Gentlemen, ( American Style)

Dear Sir,

Dear Madam,

Dear Mr. Brown,

Whether married or unmarried, a woman is always addressed as “Dear Mad-
am” | never as “Dear Miss” . The Americans prefer to use “Gentlemen” while the
British use “Dear Sirs” .

Even when the firm’s name is the name of a single individual, the salutation
of plural form is preferred, such as:

Example

Mary Company Limited
No. 25 Victoria Street
London, E.C.9, England

Gentlemen,

For-ordinary business purposes “Dear Sir” is used for addressing one per-
.son, and “Dear Sirs” or “Gentlemen” for addressing two or more, as where a
letter is addressed to a firm.

6. Subject line

Subject line is actually the central idea of a letter. It is inserted between the
salutation and the body of the letter. If the letter is in the full block form, it is
placed at the left-hand margin. In other styles, it is centered over the body of the
letter. In order to invite the receiver’s attention, it is usually underlined. In front of
it “Re:” or “Subj:” is written as:

Example (1)

Dear Sirs,

Re: Women’s Blouses

Example (2)

Gentlemen

Subj: Tin Foil Sheets

Sometimes, the subject line can be underscored.
7. Body .

This part is the most important one in business correspondence and the part

that the writer expresses his ideas or requirements. The body of the letter generally

consists of four essential parts:
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(1) Opening (or Introduction)

The opening is actpally the background of this letter and to give the reason of
writing. It indicates the referring letter, contract or letter of credit to which re-
sponse will be made.

(2) Details

The details refer to the enquires, problems, requirements and etc. , which
will be put forth by the letter. Some relative details will be illustrated in this part .

(3) Response (or Action)

In this part the expected response or possible decision will be expressed here.

(4) Closing ‘

In this part a short close must be made politely. Attention must be paid to the
keeping of friendly relations between the letter writer and the letter receiv-
er. Business development should not be hindered by a discourteous letter close.

In, writing the body of the letter you must always ask yourself about the pur-
pose of writing this letter. You must always consider the best ways of accomplishing
your hope and conveying your ideas to your correspondent. Try your best to stream-
line your letter and use short sentences and short paragraphs for giving your corre-
spondent a brief letter to read fast. To start a new paragraph for each point, you
wish to stress and make your letter to be read easily and clearly and as well inspire

the action or response you desire.
8. Complimentary close

Complimentary close is merely a polite way of ending a letter. It is in keeping
with the salutation. The correct position for complimentary close is two spaces be-. ‘
low the body of the letter to the right side of the page, in line with the date block
at the top.

In business correspondénce, “Yours truly” is the style used most frequent-
. ly. Here are some more styles which can be used: Yours sincerely, Sincerely
yours, Yours faithfully, Faithfully yours.

Wheén using continuation sheets, plain paper of the same quality as the letter-
head must be used and typed with a heading to show:

(1) The number of the sheet (in the center of the page).

(2) The name of your correspondent (on the left-hand side).

(3) The date of the letter (on the right-hand side).
- 9. Signature

The signature is common to type the name of the writer’s firm of company im-
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mediately below complimentary close. It is the signed name of the person wriling
the letter. It is signed by hand in black or blue ink. Since the hand-written' signa-
ture is illegible, the name of the signer should be typed below the signature. The
name should be written out in full, as initials may be misleading or confusing. Tt is
common to have the writer’'s name typed several lines below the complimentary
close, with leaving space for the hand-written signature, and followed by his job
title or position. .

If the writer writes the letter for his firm, not for himself, he should type the
name of his firm in capital letters below the complimentary close, followed by his

signed_name right below it.

Yours fa.itilfully ,
MITSUBISHI CORPORATION
_(signature)

Thomas C. Sutton

General Manager, Sales Department

10. Initials
The initial line firstly shows the name of the dictator of the letter, and second-
ly show the typist of the letter. In the initial line, the dictator’s name should appear
before the typist’s. And one method of the following four may be used:
WT/FM WT: FM WT-FM WT/fm
Occasionally the full name of the dictator is used, followed by the typist’s ini-
tials, as
Wu Tong/sm
Nowadays the business letters are often written and typed by the businessmen
themselves in a corporation. In this case this line is not necessary to be typed
the signature.
11. Enclosure . ‘
If it is necessary to enclose. something with the letter, such as a photo, a bill,
a cheque or brochure, attention should be called to it by writing Enclosure or
“Enclosures” below the signature in the lower left-hand corner.
Enclosures: A. 2007 Price List
B. 2007 Catalogue
Encl: 2 copies
Encl. As stated !
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12. Carbon copy

There are two types of carbon copy notation. One is indicated by “CC” fol-
lowed by the names of the “CC” receiver. This notation is typed both on the origi-
nal and the carbon copies, as: .

CC: Shanghai Branch Office .

The other type of CC notation is to type “bec” only on the copy, not on the
original letter, as:

Bee: Mr. Jones

For convenience of mailing and filing, full names and addresses are better to
be given. CC can also be written as C. C. or cc.

13. Postscript

When the letter writer forgets to mention or to emphasis something in his let-
ter, he may add his postscript two spaces below the CC notation, as:

P. S. The samples will be mailed to you tomorrow.

Sometimes one more part will appear in the letter, it takes the form of “c/0: in
care of 7 (-t % %8), for example: Prof. Henry K. Wenger e/0 Mr. Michael
L. Mogan. However, the adding of a “P. S. ” will show that the writer’s letter is lack of
good planning and well consideration, so the adding of a “P. 8. should be avoided as
far as possible.

II. The Language Characteristics of Business Business Writing

In order to write out perfect business letters attention must be paid to the fol-
lowing language characteristics;

1. Courtesy and consideration

Courtesy is not mere politeness. It stems from a sincere attitude.

Compare ;

( polite)

We have received with many thanks your letter of Oct. 7, and we take the
pleasure of sending you our latest catalog. We wish to draw your attention to a spe-
cial offer which we have made in it.

( courteous)

You will be particularly interésted in a special offer on page 5 of the latest
catalog ericlosed, which you requested in your letter of Oct. 7.

In order to make a business letter courteous, try to avoid irritating, offensive,

or belittling statements. To answer letters promptly is also a matter of courtesy.




