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| Part I Lavout of a Business Letter |

1

Writing an effective business letter is an important skill for every
businessman and business-woman. Understanding the layout of a business
letter makes pavement for developing logic writing. In this part, seven
principal parts. miscellaneous options and the formats of business letters will

be discussed.

I. Seven Principal Parts

Usually, a business letter has seven parts. They are: (1) the letter head;
(2) the date; (3)the inside name and address; (4) the salutation; (5) the
body; (6) the complimentary close ; (7) the signature. The following is a

sample business letter containing these parts:
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Ken’s Garments Inc.
34 Chatley Avenue, Seattle, WA 98765, USA
Tel: (206) 456 8967 Fax: (206) 456 6745
E-mail: kenny@cheese. com
2)
January 23, 2005

(3)

Fashion Imp. & Exp. Corp.
456 Renmin Road

Suzhou, China

(4)

Dear Sirs,

(5)
In reply to your letter of January 20, we are writing to confirm our order for
12,000 dz of Men’s Shirts.

Please note that the order should be shipped by direct steamer and arrive at

our port in time,

We are looking forward to receiving your early reply.

(6)
Yours faithfully,

7
(Signature)
Kenneth Beare

Ken’s Garments Inc.

Director
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1.

The Letter Head

The letter head in a business letter indicates the writer’ s name and full
address that, in the order of from top to bottom, reads street address,
city, state/province and country. Sometimes, it may also contain such
information as the writer’s telephone number, fax number, e-mail address

and so on.

The head is usually put in the middle or upper right corner of the page

without end punctuation. Sometimes a printed letterhead may be used.

2. The Date

The date line is used to indicate the date the letter was written. However, if
your letter is completed over a number of days, put the date it was finished
in the date line. Write out the month, day and year two inches from the top
of the page. Depending on which format you are using for your letter, either
left justify the date or center it horizontally. Or if letterhead stationary is
used, the date is often centered two or three spaces below the printed
matter, though it may be flush with either margin. But note that never
write 2. 1. 2005 or 02/01/05. To give the day in figures may easily cause
confusion because in Britain this date means January 2, 2005 while in

America and some other countries, it would mean February 1, 2005,

All in all, when typing the date, please see to it that the year is typed in
full, e. g.,» 2006 instead of 06 and the month in English instead of in
figures. For the day, either cardinal numbers or ordinal numbers can be

used, it can also be placed after month.

. The Inside Name and Address

The inside name and address gives the name and full address of the firm or
company addressed to, number of house and name of street, name of city,

state or county and its postal code and the name of the country.

It is typed flush left and is usually separated four or six spaces from the

3
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date. The inside name and address is consistent in form with the head.

Sometimes Messrs. (the plural form of Mr.) is used for firms or
companies. the name of which includes a personal element, e. g. ,Messrs.
Smith & Co., Ltd.. Do not use it if the title is impersonal, e. g., The
Pacific Trading Company.

The Salutation

The salutation, which is also called the start, greets the addressee
appropriately. It appears flush with the left margin two spaces below the
inside name and address, and is followed by a comma or a colon. Note that
the salutation “Dear Sirs” in a business letter from England and other
countries is always followed by a comma (,) while “Gentlemen” in a
business letter from America or Canada is followed by a colon (:), i.e. ;

Dear Sirs,

Gentlemen;.

Sometimes there may also be;

Dear Sir or Madam — (use if you don’t know who you are writing to)

To Whom It May Concern — (very formal as you do not know the person to
whom you are writing)

Dear Mr. , Mrs. , Miss or Ms. — (use if you know who you are writing to,
and have a formal relationship with and it is very important to use Ms for
women unless asked to use Mrs or Miss)

Dear Frank— (use if the person is a close business contact or friend)

The Body

Typewritten body of a business letter is usually single-spaced, with double
spaces between paragraphs. A good business letter should know how to
attract the recipients’ attention, arouse their interest, stimulate their desire
and induce them to take actions. Therefore, in addition to abiding by the
principles of good writing, the body should be written in a correct, clear,

concise, complete, and courteous way and convey the information easily,

4
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quickly, clearly and effectively.

6. The Complimentary Close
The complimentary close is also called the finish. It is typed flush left, and
followed by a comma. Business letters usually have such complimentary
closes as:
Yours faithfully, (very formal as you do not know the name of the person
you're writing to)

Yours sincerely. (If you know the name of the person you’re writing to)

7. The Signature
The signature includes handwritten and typed ones. The handwritten
signature is double spaced between the complimentary close and typed
signature. Ordinarily, neither professional titles nor degrees should be used
with the signaturc, but the writer’s official capacity, such as Manager and

President, should be indicated after the typed name.

II. Miscellaneous Parts

In addition to the above principal parts, a business letter may include such
optional parts as the reference number (Ref. No.), the attention line
(Attn, ), the subject matter, the enclosure (Enc. ), the carbon copy (C.

C. sce) . the reference notation, the postscript (P. S.), etc.

1. The Reference Number
It is a good idea to indicate the reference number if you have a large volume
of correspondence, which facilitates the writer’s numbering and filing the
letters he sends and receives and enable the writer or the recipient to link the

reply with the previous correspondence.

2. The Attention Line
The attention line is usually placed above the salutation in a business letter,

directing the letter to one specified or for whom the letter is intended.

5
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The Subject Matter

. Though it is optional, its inclusion can help the recipient in dealing

successfully with the aims of your letter. Normally the subject sentence
gives a brief indication of the content of the letter.
It is placed one line below the salutation, either flush left or in the center,

preceded with the word “Re”.

. The Enclosure

If you attach other materials to a letter, put “Enclosure”, “Encl”, or

“ Enc.”, as appropriate, two lines below the last entry.

. Reference Notation

Reference notation indicates the initials of the person who dictated the letter
and the person who typed the letter. If you type the letter yourself, just
omit this part.

Postscript

Postscript, abbreviated as P. S. , is a short message added onto the end of a
letter, after the signature. A postscript is an afterthought which we should
try to avoid using, as in formal letters this is usually a sign of poor

planning. If something is forgotten, it is better for the writer to rewrite the

whole letter.

. Carbon Copy

If the copy of the letter is to be sent to a third party, type cc or C. C. two
lines below the signature or immediately below the enclosure at the left-hand
margin, followed by the name of the recipient of the copy, e. g :

cc Transportation Department

III. Three Formats of Business Letter

There are three formats: indented, blocked, and semi-blocked.

The indented format has each paragraph indented by five or six spaces.‘ If
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you are using the indented form, place your address at the top, with the left
edge of the address aligned with the center of the page. Skip a line and type
the date so that it lines up underneath your address. Type the inside address
and salutation flush left; the salutation should be followed by a colon. For

formal letters, avoid abbreviations.

Indent the first line of each paragraph one-half inch. Skip lines between
paragraphs. Instead of placing the closing and signature lines flush left, type

them in the center, even with the address.

The blocked form has all entries tight against the left -hand margin. It is
the most common layout of a business letter. Using this format, the entire
letter is left justified and single spaced except for a double space between
paragraphs. When you use the block form to write a business letter, all the
information is typed flush left, with one-inch margins all around. First provide
your own address, then skip a line and provide the date, then skip one more
line and provide the inside address of the party to whom the letter is
addressed. If you are using letterhead that already provides your address, do
not retype that information; just begin with the date. For formal letters,
avoid abbreviations where possible.

The last format is the most widely utilized form, known as semi-blocked.
In this type, the body of the letter is left justified and single-spaced.
However, the date and closing are in alignment in the center or the right of the
page. The semi-blocked format sets the references and the date to the right
margin for filing and retrieval purposes, with the remaining entries placed

against the left margin.

The following are examples of the three different formats.

1. Indented Format




MR ETERABRIIBH

S SRR

Hans Schiller GmbH

Blaustrasse 86, Hamburg, Germany

February 10, 2006
N&.P Manufacturing Co. . Ltd.
42 Narrow Alley, Chiswick
London W5A 3EU
UK

Dear Sirs,

We have read your advertisement for the sofa-beds in the Guardian and

intend to introduce your products into our market.

We are a well-known company selling wide range of furniture products in
Germany. We would like to enlarge our assortment by hand-made pine
furniture you advertise. Could you please send us your latest catalogue and

price list. including more details about cash or trade discounts?

We look forward to hearing from you soon.

Yours faithfully,
Kurt Johnson
Sales Manager

2. Blocked Format




