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Section I. Warming-up Questions

¢ Do you think the style of a business letter is the same with the letter
you write to your best friend? Why?

¢ Have you ever written a resume for yourself? For what job?




A business letter is a formal letter corresponding with other parties in regard to a
particular concern or objective. There are many different types of letters, because every
individual business has its own aims and interests. However, all business letters are
similar in style and format.

551 BRUR AR FIERREE Y B 19 B E B A S FEARIERE R, T
B 5 EA B O BAR A G, IR S ERMEEL . KW, A r5ER
FERERIAR BB AARAL

@ Types 263

The sort of a business letter depends on the aim of the person writing it. For instance,
a bank manager may write a letter informing a client of an opportunity for a loan or a
missed payment on their mortgage. A very common type is the cover letter to go with a
CV or resume when someone wants to gain employment.

RIS R AR B T EIER 1. flan, MITEHEEESEERNE S Rl
KRR PRI K, YA TERTAER, RER(E AP R Bk WA %
(RS

@ Style XA

No matter who the audience of the business letter is, be clear and concise. This is
because the person receiving it is likely to only have time to scan over the letter. If they
misunderstand anything, it may jeopardize further correspondence.

TR AR PR 2 AR, B AUEME . R, R A A RT AR AN
(RIFRINTE], ANSR=AIRAE, A W] BBt — B R 5 SR R4

@ Features 5

The main features of the business letter are the date, sender’s address, recipient’s

address, salutation, body, closing and enclosures.
R ERN T EAHMEA S A, Rk Ak . Bl A sht . FRPE, IE3C. 45
LK 5



The Layout and Structure of Business

@ Form #23%,

The form will always be by e-mail or a typed and printed document sent in the mail.
An e-mail is more likely to be written in a casual tone, whereas the printed one is more
likely to be formal.

551 oR R R R AR, BORFERRI SCUFAF IR 4R X 7 o IR IR ST SE B
&, TERRISCAFE N IER,

® Power of Persuasion %R 7]

The business letter is often used to persuade the recipient in some way, such as an
unemployed person trying to convince a manager to hire him or a lawyer trying to negoti-

ate terms of an agreement on behalf of a client. No matter what the aim is, think of all the

relevant points the reader will need to know when writing the letter.

TR b, RisE Rl s T URIRBUE A, n— 20k i AL SR 22 28
P bR EARRE FRA SRR AEETMFERN, EEAESFERE
N2 SR E A T R T A AN

A business letter can be divided into three styles: the indented style, the blocked
style and the semi-blocked style.

B ERAT LI =R . 470, FFkaUmiRa=.

The indented style is a traditional practice which looks attractive and is easy to read,
but it is not convenient to type. The heading is usually in the middle and the date is on the
right side. The complimentary close and signature appear in the bottom right-hand corner.
The first line of each paragraph should be indented.

TR —MERNERE, BEEEERRSIABLRETE, ERTFHA
RRERE, BRERES, BESL, SEBUEMELLTA A, BBRIE—
T4t .

The blocked style is popular due to its compactness and tidiness. The feature of it
is that the letter head is usually in the middle and all other items such as inside address,
salutation, subject, begin at the left-hand margin.

MFHAHET, FRAMZRE, BRRFAREGERES, BFAF, &
WHbht . PRIE, ERSERTA HALN AR AN 2 AR

The semi-blocked style is widely used in international trade. It combines the features
of both the indented style and the blocked style. The letterhead is in the middle. The first

-3 -
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line of a paragraph is lined up the left margin, but date, complimentary close and signature
are indented.

BAREERRS WA H) 2. Eals 747Nk mF g, 15
SeE, BB TR AR, (HEAW . SiREERMES AT

 bus mess letter

The first impression a business letter makes on its reader often determines whether
that letter will actually be read, and it also may determine the reader’s reaction to the
contents of the letter. Therefore, business letter writers must, in addition to composing
well-written sentences and paragraphs, be able to communicate their thoughts in efficient,
appropriate letter form. A well-dressed executive projects a quality image. A well-dressed
letter also projects a quality image.

B—ER SIS RS R AR S5ER, WatE G5 IrNA R
RN B, W4 R FRBIE LA 0RE, A RERRSEA S AR,
REZFMRGIRERE TIPS, [FFE, HiRE &S a0 E Rt RER TIHFEIS

To make business letters effective and productive as possible, we must have a clear
knowledge of the parts of a business letter. The discussion of this chapter concerns the
structure and style of a business letter.

R 55155 RS FT RE St A ROR R AR, FRATT AN 7 551 BRI FRAR AT — I A A4
R, AT ERTE R %515 eR B S5 AR

. 1. Standard parts of a business letter (HREBHITE
)

@ Letterhead =3k

It consists of some elements about the writers: name: postal address and zip-code,
telephone, facsimile numbers and e-mail address. A business letter is usually typed on
printed letterhead paper displaying the name, address, fax and telephone number of the
organization sending the letter. It is used only for the first page of a letter.

fERESEEN—LER: A, MFat, k%, BTN, SAESHEMR
FHRAHbAE . R 5515 pROE B B EAEEN A H LR EATERHOR, Hh R E AP
PR, Hibk, FEARESHE, E—-BRAHTE I

@ Date HEj

The date is typed a few lines below the last line of the letterhead. The format of the

il =



The Layout and Structure of Business Lt

date line differs from country to country .The common formats are typical American one
(Month/Day/Year) and British one (Day/Month/Year). Even though we Chinese prefer
Year/Month/Day format, it is better to use American or British format in business English
letters. As the date line is a vital part of a business letter, the month written in full is
preferred because figures may create confusion.

HE RO FESL T HIUTRIALE, & B S A HHE . 5 AR =R
KX (H/H4E) FEX (B/A/48) . BRTEAERE/H / Brks, B1E
S BERET, BIRGFEA RS, B TRFRIrETIRIRE, AHEE
HRDAE R E ST, RS 2R

@ Inside name and address FPIZFRF#IE

It is the receiver’s name and address. It is usually typed at the left-hand margin about
two to four spaces below date. The address of the organization receiving the letter is typed
single-spaced at the left margin. The number of lines left blank between the dateline and
the address depends on the size of the body of the letter, the size of type (the pitch) used,
and the length of the printed lines. The address is typed as it will appear on the envelope.

B A 144 AN HEHE 39 R E AR 2 FRA L . S8 H AL T H RS T Jr a9 2 Y
fiat, THEHE, BEANBALRHbEEAXTFF, AT, H R S kA 2 | il
FAZSITBORR TR RIE SR IR . RN, DIRBSTEAKE., B TEH A —
£, g hES

@ Salutation FR0E

Salutation is a kind of polite greeting to start a letter. It usually appears two spaces
below inside name and address.

PRI RT3k B —FPkLAS (R, 38 % HE BRAE S UL A48 BRFIAE R 1T

If the letter is addressed to an individual, use that person’s courtesy title and last
name (e.g. Dear Mr. Green). Even if you are on a first-name basis (e.g. Dear John), be
sure to add a colon (or a comma, not a semicolon) after the salutation. Use an individual’s
full name (e.g. Dear John Green) only when gender is unknown.

A EERE AN, NAEHXE T AR (B, SAAARARSEA: ). R
{EIREEHA (B, S48 ), ERTFE—EZm—1 85 (3625, AR
5o HASMERIARTERIRR, A AR2E (B, HHIMAE - 1K),

For letters with attention lines or those addressed to organizations, the selection of
an appropriate salutation has become more difficult. Formerly, “Gentlemen” was used
generally for all organizations. With increasing numbers of women in business manage-
ment today, however, it is problematic. Because no universally acceptable salutation has

yet emerged, you’ll probably be safest with “Ladies and Gentlemen” or “Gentlemen and

B



Ladies”. One way to avoid the salutation dilemma is to address a document to a specific
person. Another alternative is to use the simplified letter style, which conveniently omits
the salutation (and the complimentary close).

TR EWE NSRS SR AE o8, PG 289 ) 15 B N, DL
B,  CSEAENT —ATERTAAEL R, ASHEBRBEZNZES 50 E
B, SEEAT —RCEAEEN. BT BCA B RE RO S R, BT LA
A “ZAT, FeAEAT B AT, AT ERERARIER R R A IE R . BEARRR
IS 358 ) — PO B R SO R 2 — NMRRE BN, 3 — R B R (o FH R AL )£ R XL
M, THbHIAE REFRIF LS R A IR

® Body of the letter IF XX

This part is of great importance, which is what you want to convey to the
receiver. Therefore, the messages should be stated carefully. Most business letters and
memorandums are single-spaced with double line spacing between paragraphs. Very short
messages may be double-spaced with indented paragraphs.

IESCHMRE R, BIERIREEARGEE NS, BIHZEEH 400 B
o KRS 9515 B AN T SR — R SR ATRE Bt S Bt Z M2 AT, AR AL
A, WS TIE.

® Complimentary close 5EEXEIE

It is a way to end a letter politely without any particular meanings. Typed two lines
below the last line of the letter, the complimentary close may be formal (e.g. Very truly
yours) or informal (e.g. Sincerely yours or Cordially yours).

GREER, RARGHGERP—FITX, HFAWAEMRERS L, SEE
BE—BALFIESCRAT F A PIATAL, WTRURIESNHE (F140, Rrb3eeR ) sk E=m
(fltn, ERRERSGE ),

@ Signature T

The signature is usually put below the complimentary close. It generally includes the
addresser’s signature, the typed name and business title.

BRHEFEMTEREZT, ERHUFESHEANES . FTENH 182 TR 55
ki o

Ly 2. Optional parts of a business letter (BFZERHTTE:S)
(D Attention line EE IS A

It is usually typed at the left-hand margin, two lines above the salutation. An atten-
tion line allows you to send your messages officially to an organization and to a specific

individual, officer, or department directly. However, if you know an individual’s complete

il -



The Layout and Structure of Business Letteré

name, it is always better to use it as the first line of the inside address and avoid an atten-
tion line.

o WUE N H AL TRRIF LT, THEHE ., fMEREAREREUE TS
SCERGEAR R BTN, HHGEXRFER AT, SR, WRIRAE — AR
24, BFAEMEAREBEAN, BEFEIENEE AR —17,

@ Subject line BEIFRA

It is a part of the body of a business letter which is placed two lines below the saluta-
tion. It draws attention to the topic of the letter and tells the content of the letter. Although
experts suggest placing the subject line two lines below the salutation, many businesses
actually place it above the salutation. By alerting your reader to the content of your mes-
sages, you enable him to decide whether the letter requires immediate attention. It should
be underlined or typed in capitals.

F AR T IESCH—#84r, ALTFRE R mifTat, RIREEHEEEME
B, RGNS . RELFKECHIREAERR T FRifr, H3ER ERES A
EE AR B . B IR EERNE, e R e EE. F
AR H T IR RILEORE

® Reference RS

It is often placed two lines below the letterhead. It generally includes a file number,
departmental code, the signer’s initials, and the typist initials. However, it may vary in
different companies. The signer’s initials are usually in capitalized letters while the typist
initials are sometimes in small letters. The initials of the typist are typed two spaces below
the author’s name and title. If the author chooses to include his or her initials in the refer-
ence initials line, the author’s initials should appear before the typist’s .

WS LEA TR T P, B—BaFE g . SIS, 45K
HFEHAITF RSN E TR, EARIARZEAZER . MEETKS; MEEA
HENE , (L FEEANER LA T AT, REHERAER 5HE TMhaT
R FERE , B ANEH 4T E TR BT R T

@ Enclosure MJ¥F

When brochures, catalogue, price lists are attached to the letter, enclosure should be
used and it is usually placed two lines below the signature block. The abbreviated formed
“Enc” Or “Encl” are short for enclosure. If an enclosure (or attachment) accompanies
the letter, a notation to that effect is placed two lines below the reference initials. This
notation reminds the typist to insert the enclosure in the envelope, and it reminds the
letter receiver to look for the enclosure (or attachment).The notation may be spelled out

(Enclosure, Attachment), or it may be abbreviated (Enc., Alt.). It may indicate the number
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