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Section One The Structure and the Format of Business Letters

RS ERAESER

The purpose of communication is to obtain complete understanding between the parties
involved, and elicit the responses required. This task aims at helping students to familiarize
themselves with the characteristics of business letters.

1. Parts of the Business Letter

Generally, a business letter consists of standard parts and optional parts.

Parts of a Business Letter 45 1545 B 41 4>

Standard Parts it 4> Optional Parts [ 134>
Letterhead {5 k& Attention Line £8 /0 A\ 244
Dateline | ] Subject Line ¥t sl b i
Inside Address 5 Py Hhl: Reference Number 2% 4 '
Salutation FRIT Enclosures Fff{}

Body of the Letter iI- 3 Carbon Copy #i%
Complimentary Close 4% J& 4% Postscript )i
Signature % %
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The standard parts are essential for the business letters, while the optional parts should be
chosen according to the writing need.

1) Letterhead

Letterhead designs very with business organizations and occupy the top of the first page.
They may be positioned in the center or at the left margin for full block style or flush at the right
margin for indented style. Most of the business firms and other organizations use stationery with
a printed letterhead, which contains all or some of the following elements: the company’s name,
address, postcard, telephone numbers, telex, fax, e-mail address, and possibly the name of the
chief executive. It may even include some picture or slogan for symbol of the company. This will
be useful not only to the reader in responding to the message but also to the firm in creating a
favorable impression.

2) Reference Number

3) Dateline

All business letters should have the correct date typed under the letterhead. The date records
when the letter was written. It may serve as an important reference. For example, if there is a
question about an order or shipment, a contract, or a reply to customer complains, you will have
the dated copy of a letter in your files to verify when you wrote the message and what you said.
Try to send the letter on or close to the date typed under the letterhead. The date is usually placed.
two line below the last line of the letterhead at the left margin for full block style or ending with
the right margin for indented style. It is usual to show the date in the order day/month/year
(English practice), or month/day/year(American practice). For the day, either cardinal numbers or
ordinal numbers can be used. However, this is a growing tendency to omit the ordinal suffixes:
—st, —nd, -rdand —th that follow the day of the month in the date line. For example: 25th March
2005; March 25th, 2005; 25 March 2005; March 25, 2005. Never give the date in figures and
abbreviations of the month, for it can easily cause confusion.

4) Inside Address

The inside address consists of the name, address and zip code of the company or person to
whom you are writing. It usually begins directly or on the third line below the date line. If the
letter is addressed to a person, use either a courtesy title(Miss., Mr., Mrs., or Ms.), or if
appropriate, rise a professional title(Dr. or Prof., for example). Do not use both kinds of titles
with one name. Sometimes, the title of a person’s position within the organization may be
included and typed either immediately after the person’s name or on the line below the person’s
name, whichever position results in better balance. If the letter is to a group, inside address
includes the full group name and the address. Care should be taken to address the recipient as
exactly as it appears on the envelop of the letter. See the examples below: Mr. Alfred McKenna,
Treasurer Finance and Accounting Department Warren, Hanson & Associates 259 Third Avenue
New York, New York 1007.

(1) Receiver’s name known:

Mr. A. David

SIS/
% 2 \E',( ' 4
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Sales Manager

Original Manufacturing & Trading Co.

24704 State Road

Lutz, Florida 33559

U.S.A.

(2) Receiver’s name unknown:

Advertising Department or (Advertising Manager)

Kingkill Motor House Ltd.

212, D.W. Rupasinghe

Nugegoda, Srilanka

(3) Company’s name known only:

Tochimoto Tenkaido Co., Ltd.

3-21, Suehiro-cho Kitaku

Osaka, Japan

5) Attention Line

It is typed two line-spacing above the salutation, underlined and, except with the
fully-blocked letter-style, centered over the body of the letter.

Teah Hong & Co.

212, Beach Street

10300, Penang

Malaysia

Attention: Joe Bush

6) Salutation

The salutation is the complimentary greeting with which every letter begins. After the inside
address and the reference line, the salutation is typed two lines down, flush with the left margin.
The customary formal greeting in a business letter is

(1) for addressing one person :Dear Sir, Dear Madam.

(2) for addressing two or more people :Dear Sirs, Dear Madams, Gentlemen (should always
be in plural form).

If the receiver is known to the writer personally, a less formal and warmer greeting is used
as follows: Dear Ms. Bontoux, Dear Dr. Walter. The trend is towards “Ms.” as the courtesy title
for all women regardless of their marital status.

Dear Mr. Smith

Dear Mrs. Brown

male

female, married

Dear Miss Jenifer: female, unmarried
Dear Ms David

Dear Mason

female, marriage status unknown

friends or acquaintances

Use an individual’s full name (Dear Leslie Lanbam) only when gender is unknown. For

W
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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 management 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 Ladies.

7) Subject Line

The subject heading is regarded as a part of the body of a business letter. Usually it is typed

two line-spacing below the salutation, underlined, to call attention to what content the letter is

about.

Dear Yuki,
Re: KH type linear ball bearings
or

Subject: Aluminium complete bottom shaft support

8) Body of the Letter

The body of the letter, which contains the messages you want to send across to the receiver,
is the core of the letter. A good letter will not only get the business done but also promote good
will. Thus, it should be carefully planned and messages should be stated and arranged logically. It
is best, even for a short letter, to divide the body into at least two or more paragraphs, confining
each paragraph to one topic. This step makes your text easier to read and presents your message
more clearly.

Paragraph one—Begin with information that catches the reader’s attention and refer to some
need or interest of the reader, or refer to the previous correspondence if there is one. Put “you”
into the letter.

Paragraph two—Bring in your involvement, or what service or information you have to offer.
Put “you and I” into the letter.

Paragraph three—End the body of the letter with the action or idea that you want the reader
to consider or with the results you would like to have.

9) Complimentary Close

The complimentary close is merely a polite way to end a letter. It is a part of the body of
business letter. It appears in the middle of the page or flush with the left margin in fully blocked
letters and two lines below the closing sentence. The expression for the complimentary close
should be in accordance with the salutation. The formal business letter which begins with “Dear
Sir(s),” should close with “Yours faithfully,”. For the personally and less formal letter which
opens with “Dear Mr. xxx” or the like, “Yours sincerely,” is the usual complimentary close(the
American prefer “Sincerely yours,”). “Yours truly,” is a useful alternative to “Yours sincerely,”
when the writer wishes to be informal but has no personal acquaintance with his correspondent.
For the informal letter which opens with “Dear John” or “Dear Mary”, “Best Wishes” or “Best

regards” can also be used.
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