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Chapter One
The Layout and Structure of A Business Letter

BEEBRS55H
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1.1 The Layout of A Business Letter /$7 5 iR HLf&

In current use there are two main patterns of layout in a business letter: the traditional
indented style ( 453, , 25# ) and the modern blocked style (FEH X, k).

The traditional indented style following traditional British practice takes in the first line of
each paragraph in the body of the letter, five spaces for pica type and six for elite type.

The blocked style is quite common now. In the blocked style all typing lines including the
date, inside name and address, the salutation, subject heading, complimentary close, and the
writer’s designation or the title of office all should begin at the left-hand typing margin. And one

line-spacing between paragraphs is recommended to give a letter clear appearance.

1.2 The Structure of A Business Letter /57 5 FRiHLE5#

1.2.1 Envelope /{5$t

The three important requirements of envelope addressing are accuracy, clearness, and good
appearance.

Some suggestions about addressing an envelope as follows:

(1) Type the name and the address of the receiver in the lower part of the envelope,
beginning at least 1.5 inch from the top so as to leave ample space for stamps and postmark.

(2) Use your correspondent’s full address, including the Post Town followed by the country
name and postcode ; both should be typed in block capitals.



YRR I SN B KIE H

(3) Use double line-spacing, unless the address consist of more than four lines.

(4) Type your correspondent’s name exactly, and be sure to spell it correctly.

1.2.2 Letter-head /{5:3k
Letter-head should include the writer’s name and postal address, telephone number, fax
number and Email address. Good quality paper and a neat, well-balanced letter-head contribute to

enhance the prestige of the writer’s firm.

1.2.3 Inside Name and Address/{5$ A &5 Rkt

The preferred position for the correspondent’s name and address is the upper left-hand side of
sheet, three or more line-spacing below the line of the date.

Mr. , Mrs. , Miss, Ms., and Messrs are the ordinary courtesy titles used for addressing
correspondents.

It is the usual practice to type inside name and address in blocked paragraph from the left-

hand margin to give the letter a tidy appearance.

1.2.4 The Salutation/FRif
For ordinary business letters Dear Sir or Dear Madam ( for both single and married women) is
used for addressing one person, and Dear Sirs or Gentlemen for addressing two or more persons.
The salutation always appears on a line by itself for both indented style and blocked style,
conventionally three line-spacing below the inside name and address, and followed by a comma for

Dear Sirs and a colon for Gentlemen, e. g.

Dear Sirs, ( 2% E % ) Gentlemen : (3£ E % )

1.2.5 The Body of The Letter /jF3C

This is the main part of the business letter. When writing, pay attention to the following:

(1) Strong opening( FFIJWL1L1) .

(2) Conciseness ( f&ji#) , clearness( ] T ), accuracy( IEHf) ,courtesy (FL5}) .

(3) Confining each paragraph to one topic.

(4) Typing correctly.

Double line-spacing may be adopted for very short letters, but the single line-spacing should
always be used for the correspondent’s name and address. And appropriate margins are very

important for an attractive and pleasing appearance letter.

1.2.6 The Complimentary Close /453 &

The complimentary close is a polite way of ending a letter. There are different complimentary

2
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terms.

Yours faithfully is the standard closure for business letter.

Yours truly is being used in business, particularly in the United States.

Faithfully yours or Truly yours and Sincerely yours or Cordially yours (for personal letter the
latter being common in the United States ) are considered somewhat forced and artificial by some
writers.

Whichever complimentary term is used, it must be typed in full. The first should be
capitalized and a comma usually placed at the end, e. g.

Yours faithfully , ( 57 5 & B bR o FH )

Yours truly, ( EE%H)

The complimentary close must never be separated from the body of a letter to a separate
sheet.

If there are one more pages of a letter, the same quality paper must be used and typed with a
heading to show:

(1) the number of the page (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 ).

1.2.7 The Signature /%%

The signature is the signed name or mark of the person writing the letter or that of the firm he
represents. Pay attention to the following:

(1)1t is written in ink immediately below the complimentary close (never sign your letter
with a rubber stamp).

(2)Five line-spacing will usually leave enough room for the writer’s signature. But it may be
necessary to allow more if the signature is a bold one.

(3)The signature as written and the signature as typed must correspond exactly.

(4) The same style of one’s signature must always be kept as a distinguishing mark of the

writer.

1.2.8 The Others/HAi
1.2.8.1 The Attention Line/ i & ¥ A

“The attention line” is used to address to an organization to let it to be directed to a particular
official or department. Tt should be typed two line-spacing above the salutation, underscored and
except with the blocked style, centered over the body of the letter, e. g.
For the attention of Mr. Smith

or
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Attention: Mr. Smith
1.2.8.2 The Subject Line/ ¥ &
1.2.8.2.1 Main heading/ F$5/8

The main heading should be typed two line-spacing below the salutation, underscored and

except with the blocked style, centered over the body of the letter.

1.2.8.2.2 Paragraph headings /4345l

The paragraph headings are often followed by a full stop, though some prefer a colon or even
a dash.
1.2.8.3 Date/a ¥

The date should be typed three or four line-spacing below the letter-head.

In the indented style, though other placements are now accepted, the last figure often is
placed to the right to serve as a guide for line-endings in the body of the letter.

The date should always be typed in full and never abbreviated. Never give the date in figure
(e. g. 10/2/19.), it could easily be confused.

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, e. g.

24th March, 2006 ( British style)
March 24, 2006 ( America style)

1.2.8.4 The Enclosure /# #4

If there is enclosure, it may be typed two line-spacing below the typed signature. The
following are examples;

(1) Enclosure ; Price list

(2) Enclosures ;

(3) Enclosures 4

(4)Encl. As stated

(5)Enc.

BAEBEHIT I,

1.3 Principles of A Business Letter /57 5} ek HLF) S {452 11

1.3.1 Consideration /#&)Jq3]

Prepare every message with the reader in mind and try to put oneself in his place. Plan the
best way to present the message for the reader to receive. Emphasize the You-attitude rather than I
or We.

Adapt the language and message to the receiver’s needs, it is also better to focus on the

positive rather than the negative approach.
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