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1. __Layout of Business Letter

M A5 45 1 45 1

The first impression that a business letter makes depends on its appearance. Any business
letter should be clear, brief and businesslike. It should be written on good paper of the right size and
kind, often on white paper of good quality in standard size (usually A4). Don’t write confused,
overlong or pointed letters and try to be polite, friendly and informal to write concise and purposeful
letters.

The typical business letter has three sections: The beginning; The content; The ending.
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This part of the letter is made up of the writer’s address, the date, the reader’s address, the
attention line, the salutation and the subject line.

The writer’s address should be put at the head of the first page of the letter. However, the
printed letterhead, which includes the company’s name, address, telephone and fax number, has
become more and more popular because it can save you the trouble of typing. And another point
must be payed attention, that is, short forms should be avoided. The address like “6HS
Man"(meaning *“6 High Street Manchester”) can not be easily understood by the addressee.

The date is unavoidable and the full date should be given. It is typed at the left margin, leaving
a double line space below the letterhead of your address. There are two styles of giving the date.
The first is American style which is in the line of the full name of the month, day of the month in
digits followed by a comma and year in digits. Model: September 9, 2001.The second is British
style which is sequenced by day of the month in digits, full name of the month and year in digits.
Model: 1 April 2001.

The reader’s address is followed in the third line below the date. Make sure it is the same as the
reader himself writes. Use the courtesy titles such as Mr, Mrs, Miss or Ms. If you are not sure of the
gender of the reader, “Dear Sir or Madam” can be used. Then the titles should be spelled out in full.
For example, Sales Manager, President, etc. And then the full name of his company is given.

The attention line is sometimes used to allow the letter directing to a certain person. It is often
placed at the second line below the reader’s address. But nowadays it is seldom used, for it seems

-1- BERE%EESE M B KT



B Writing of Business Letter

redundant.

The salutation often begins with the word “Dear” and follows by the name of the person you
are writing to. If the relationship with the addressee is friendly, it is customary touse DearMr___/
Mrs /Miss___/Ms____/.If the name of the person you are writing to is not known, you may
use Dear Sir/ Madam. If the letter is addressed to an organization, you may begin with Dear Sirs.
It is often placed at two line spaces below the reader’s address.

The subject line makes the reader quickly get the outline of the letter. It is placed one line space
below the salutation.
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All the letters should follow the same pattern.

First, make clear the purpose, the circumstances and the action of the letter. The first para-
graph states the purpose of the letter: what the letter is about. The next paragraph or paragraphs
explain the reasons of writing the letter and the last one or ones explain what action should be
taken.

Second, please make sure the letter clear and completely readable: don’t put more than one
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BAYHEEE B

idea in a sentence; don’t put more than one topic in a paragraph; don’t put more than one subject

in a letter.

Finally, be natural, human and sympathetic: put yourself in the reader’s place to think about
him; don’t try to intimidate the reader and make him angry; write short, businesslike letters which
appeal to the reader’s self-interest and sense of fairness.
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This part should not be ignored in the same way. Except the usual components such as the
close and the signature, it can also include enclosures, copies and postscripts.

The close is placed one line space below the content. It can be devided into formal(Yours very
truly, Very truly yours, Respectfully yours), less formal (Sincerely, Sincerely yours, Cordially yours
etc.) and informal (With best regards, Best wishes, Cheers etc.).

The signature is put behind the close, leaving three line spaces for the signature before a typed
version of the name and title. The writer of the letter can sign for him/herself, or for the company,
but the name and title should be typed underneath the signature.

Enclosures are used to enclose something in the letter. It is usually put below the writer’s
signature.You can choose the short or full form: 2 Enc. or Enclosures 2. For example,

Enclosures:
1. The New Catalogue
2. The New Price List

“CC” stands for “carbon copy”, which means a copy of your letter is sent to someone else. It is
typed one line space below the signature.

Postscripts may be abbreviates as “PS”. It is used to add a personal note to a business letter. It
is placed under Enclosures and “CC”.
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B Writing of Business Letter

S5 AL A AL T IE SO AT BB HE 1IE A (W Yours very truly, Very truly yours, Respect-
fully yours). KiER% (1 Sincerely, Sincerely yours, Cordially yours %%) LA AEIERA (W
With best regards, Best wishes, Cheers®$%5) .
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BEfEF T Bt R B A AR BB AL T2 R AR RE X 45 M4AFK. W2 Enc.
or Enclosures 2 (M) . 1a0:
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“CC” & “carbon copy” (EEHKIMA) M4 5N, FHRREEIANKIPREA, B ¥ 4T
ENFEREA T 1 o

“PS” J4 postscripts(#h78) K145 , KL EF N EAN AR . S8 B T MR %A .

2 The Style of Business Letter

7 b A5 45 A% X

The appearance of your letter is important. The business letter should follow one of the basic
styles— full-block, semi-block, block.

FHE BISPAR R E L BB AR NARE R IR —Fh o WA B S ——se 4kl K5k
ALK

M Full-block style 5545 L=

This style is widely used currently, for it is fast and efficient and reflects the dynamic approach
we take in business. Everything start at the left margin. This saves a certain amount of typing
time.

The first paragraph is placed one line space below the salutation and single spacing within
paragraphs and double spacing between paragraphs are used.
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