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Unit1 Introduction of Business Letters

Learning Aims

After you finish learning this unit, you are requested to:
(1) understand some basic knowledge about the layout of business letter;

(2) master the established practice to write a general business letter.
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Background Knowledge

(I) Brief Introduction to Business Letters

Business letter has its special features, especially in format and structure. Considered in its
most fundamental terms, a business letter may be defined as a message that attempts to influence
its receiver to take some action or attitude desired by the sender. Thus, the ability to write an
effective business letter will help those who want to represent themselves positively to their
customers, competitors and employers.

(II) Layout of Business Letters

Usually, seven essential elements are involved in formal business letters. They are:
letterhead, date, inside address, salutation, body of a letter, complimentary close and signature.
Sometimes other elements may appear in the business letters such as reference number, attention
line, subject line, IEC block, etc.

The general position of these elements is shown in the following sample:

Letterhead (f&3k)
Reference number (F5)
Date (HH#)
Inside address ({5 Py HBaL)

Attention line (JEZE I
Salutation (FRIE)

Subject line (FHH)

Body of the Letter (1F3()

Complimentary close ({5 EB#1E)
Signature (% 4%)
IEC block (4554 MifF. 7iEhri&)

<% Letterhead (&%)

Letterhead should appear at the head of the first page of business letter. It includes the
essential particulars about the writer—the name of his company, the full address of the company,
postcode, telephone number, fax number, internet address and e-mail address.

<Sample 1>

SHANGHAI FOXBORO COMPANY LTD.
166 Caobao Road, Shanghai 200233, P. R. China
Tel: 021-61234567 Fax: 021-61234666 E-mail: abcsale@163.com




ln!rogluctiqp of Busjness Letters

<Sample 2>
SHANGHAI FOXBORO COMPANY LTD.
166 Caobao Road Tel: (86)021-61234567
Shanghai 200233 Fax: (86)021-61234666
P. R. China E-mail: abcsale@163.com

<4 Date (HH8)

Date is a vital part in business letters, which has special relevance: it might be a decisive
factor as to whether an order is executed, a bill is paid, or a guarantee claim is met. Therefore,
never omit the date in business letters. The placements of the date in English business letters are
much different from those in Chinese letters. It can be aligned with the left or right margin below
the letterhead. Usually there are two styles in which business letters are dated:

(1) The American style is:

€ month, spelled out in full;

@ day of the month, in digit, without th., nd, etc., followed a comma;

€ year in digit.

For example: September 10, 2012 October 4, 2012

(2) The British style is:

€ day of the month, in digit;

€ month, spelled out in full;

@ year, in digit.

There is no comma between the name of the month and the year.

For example: 10 September 2011 4 October 2012

<Sample 1>

SHANGHAI FOXBORO COMPANY LTD.
166 Caobao Road, Shanghai 200233, P. R. China
Tel: 021-61234567 Fax: 021-61234666 E-mail: abcsale@163.com

September 10, 2012

<Sample 2>
SHANGHAI FOXBORO COMPANY LTD.
166 Caobao Road Tel: (86)021-61234567
Shanghai 200233 Fax: (86)021-61234666
P. R. China E-mail: abcsale@163.com

4 October 2012




< Inside Address ({ERHbt)

We include the address in the letter although it already appears on the envelope, because the
envelope is usually thrown away. The inside address is often put two lines under the date line,
aligned with the left margin. Generally, the inside address should include any or all of the
following: the person’s name and title, company name, street address, city, state or province, ZIP

code and country.

<Sample>

Mr. Roland Smith, Sales Manager
ABC Company

123 Berry Drive

Minneapolis, MN55667

USA

<4 Salutation (FRIE)

A salutation is the complimentary greeting with which the writer opens his letter. It is
typed flush with the left margin below the inside address. In a very formal letter, you always
need to address the reader with his/her surname, such as “Dear Mr. Smith”, “Dear Ms.
Green”. If you have a close relationship with the receiver, you can use his/her first name such
as “Dear Eager” or “Dear Jennifer”. Be sure to salute to the correct addressee appeared in
your inside address. Salutations in business letters can be followed by a comma or no

punctuation at all.

< Body of a Letter ({SAYIE3X)

This is the most important part of a letter. And the following parts of this book will
offer detailed advice for making this part as effective as possible. Attention here should be
paid to the physical precision of the body. It usually begins one or two lines below the

salutation.

< Complimentary Close ({SE#UE)

The complimentary close, like the salutation, is purely a matter of convention and a polite
way of ending a letter. Therefore we should carefully select the most appropriate complimentary
close to match the character of our communication and salutation. The correct punctuation for the
complimentary close is a comma. Notice also that only the first word in a complimentary close is
capitalized.

The following are the usual matches used in modern business letters:



SEEHEE otroduction of Business Letters

Salutation Complimentary Closing

Formal Dear Sir or Madam, Very truly yours,
Yours very truly,
Very sincerely yours,
Very cordially yours,
Semi-formal Dear Mr./Mrs./Ms., Sincerely yours,
Cordially yours,
Yours sincerely,
Informal Dear Lisa, Sincerely,
Cordially,
Yours truly,
Yours,

< Signature (£%&)

The signature is the signed name or mark of the person writing the letter or that of the
company he/she represents. In both cases, there should be a typed version of the name underneath
the signature. The signature is put at the margin, leaving three-line spaces for the signature before
typing the writer’s name, title and department.

Never sign your letter with a rubber stamp.

<Sample>

Yours sincerely,
Michel Chen (signature)
Michel Chen

Sales Manager

In addition, business letters still have some special elements apart from the above seven

essential elements:
<$ Reference Number (£5)

In some business letters, reference number is written for reference, quoting or filing. Its
specific position is right below the writer’s address and above the date.

<Sample>

SHANGHAI FOXBORO COMPANY LTD.
166 Caobao Road
Shanghai 200233
P. R. China
Our Ref. No. FPB/SB-95
Your Ref. No.
4 October 2012
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< Atftention Line GE=IR)
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Usually, when the inside address doesn’t contain the individual’s name, attention line is used
to name the specific person the letter is addressed to. Attention line is put between the inside
address and the salutation, or within the inside address.

<Sample>

ABC Company

123 Berry Drive

Minneapolis, MN55667

USA

Attention: Mr. Roland Smith
Dear Sir,

< Subject Line (/)

Subject line is right below the salutation, at the centre or the left place. It is usually
underlined so as to arrest the reader’s attention. Since it is briefly written, denoting the name of
goods, the number of contract or letter of credit, it is convenient for reference and filing.

<Sample>

ABC Company
123 Berry Drive
USA

Dear Sir,

Re. /Subj.: L/C No. 228 for 3500 Dozen Shirts

< 1EC Block (initials, enclosures and carbon copies) (85 &. MR 2 EFRE)

The IEC block appears on the left-hand margin two or three lines below the signature block
(including complimentary close, signature, and typewritten identification).

(II) Format of Business Letters
< Full-Block Format (£3%3X)
<Sample>

Letterhead
Date
Inside address

Salutation




. Introduction of Business Letters

Body of letter

Complimentary close
Signature

In the full-block format, all lines begin at the left margin. There is no indention in the letter

at all. This format is simple, easy to type, and is often used in business letters.

< Semi-Block Format (#:3%53k3%)

<Sample >
Letterhead
Date
Inside address
Salutation
Body of letter

Complimentary close
Signature

This format is a more conservative one of layout. In this format, the date, complimentary
close and signature begin to the right of the centre of the paper. All the other elements are

blocked against the left margin.

< Conventional Format ({843

<Sample >
Letterhead
Inside address
Salutation
Body of letter

Date




