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The business letter is the principal means used by a business
firm to keep in touch with its customers. Often enough it is the only
one that the customers form their impression of the firm from the
tone and quality of the letters it sends out. Good quality paper and
an attractive letter—head play their part in this, but they are less
important than the message they carry. Business does not call for the
elegant language of the post, but it does require us to express
ourselves accurately in plain language that is clear and readily
understood.

A letter is a pérsonal contact. This contact is accomplished by
putting words on paper. The writer of the letter puts on paper a
message, thus a conversation begins. The writer has “first say,”
but he may, and often does, invite the reader to reply. As the
letter pass back and forth, the two persons talk to each other until
there is a meeting of minds, or, for lack of it, the conversation
ends.

Good business letter writing is to write simply, is an easy and



natural way — like one friendly human being talking to another. Make
your letter then, sound as much as possible like good conversation.
Make them easy to read and easy to understand. They must be friendly
and courteous. The often—stressed point that business letters should
develop goodwill is a principle of vital significance. While writing
business letters, always keep in mind the following Cs principles.
They are clearness, conciseness, correctness, concreteness, comp-

leteness, considerateness and courtesy.

1. The Structure of a Business Letter
Usually business letters can be divided into two parts:
(1) Necessary part
Letter heading ({5 3k)
Inside address  (H PaHusl)
Salutation  {¥RIFF)
Body of the letter  (1IE3C)
Complimentary close (BELSRIE)
Signature (% 4)
(2) Additional part if needed
Reference number (%5 )
Attention line  (FREWIFEABSR)
Subject line or heading (3 H 85 E)
Opening sentence  (JF3kif)
Closing sentence  (Z5BE1E)
Enclosure (B fF)
Postscript ~ (FfH2E)
Carbon copy notation  (¥Vi%)



2. The Format of a Business Letter

Letter Heading

Date
Reference number
Inside address

Attention line

Salutation

Subject line

Opening sentence
Body of the letter

Closing sentence
Complimentary close

Signature
Enclosure

Carbon copy notation

A. Letter heading

Letterhead usually includes the name and address of the writer
and the date. Tt can also contain telephone numbers, cable address,
telex, web site and E—mail address. Letterhead is usually placed on
the upper middle part of the writing page or the upper right part.
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(1) 136 Tower Street,
Toronto 4, Canada
May 12, 1996

(2) P.O. Box No.1274
London, England
Jan. 2, 2002

(3) 2 Cilfford Street,
London, SW 46321Y, England
Aug. 21, 1998

(4) P.O. Box 1098
Beijing, China
Feb. 12, 1999

The date’s writing:

(1) June 3, 2001

(2) 1st October, 2000

(3) 30 Nov., 2002

(4) November 30th, 2002

Notes

(D Be sure not to use comma between the month and the date.

(@ Avoid using 00 for 2000 or 99 for 1999. Years should be
written in full form in a formal letter.

(3 Some of the months can be written in its short form. Such as,
August (Aug.), November (Nov.). But please keep in mind
that June, July, May have no short forms.

B. Inside address and attention line

The inside address contains the receiver’s name and address.

It’s usually placed on the upper left part below the letterhead and it
begins at the left hand margin. The inside address should be the
same as the address written on the envelop. It can be written as the

following order:



(1) Name of person addressed (WG AYSR)

(2) Tide of person addressed ({5 AHR{H, K#7)

(3) Name of organization (547 & FR)

(4) Street number and name ({185, HELRK)

(5) City, state and postal code (3T, M, HF%)

(6) Country of destination  (FTiAE &)

For example:

Mr. Robert Keats

Director of Personnel

Windsor Knitting Mills Inc.

236 Magnolia Avenue

Spartanburg, South Carolina 29301

The United States of America

Attention line refers to the person or the department that is re-
quired to handle the letter. It is under the inside address. The usual
ways of writing are as follows:

Attention: Mr. Thomas Green

Attention of Mr. Thomas Green

Attention of Marketing Manager

For the attention of Mr. Liu Ning

C. Salutation

Salutation is what the writer addresses the receiver. It is two or
three spaces under the inside address and begin at the left hand
margin. Salutation is often followed by a comma, but Americans al-
so use colon. The usual ways of writing are as follows:

Dear Andy, (REZFVEZMEER)

Dear Miss Andy, (FKIERIELF)

Dear Mrs. Andy, (FRIFCHELT)

Dear Ms. Andy, (RIFIHPROEAB L)

Dear Madam, (FRFEARIBERKIZF, NEER)



Dear Sir, (HHFARHMBEBHBEF, FARER)

Dear Mr. Smith, (BRFEBEMH, KibEE)

Dear A. K. Clancy, (YEBIABET)

Dear Messrs. Pummel and Robert, (FRFEBLILL ERIE )

Dear Mses. Ross, Li and Winter, (FRFEBINILL EHLct)

Dear Sir or Madam, (%4 ftk A R BBt , 89 & 5A Dear
—id])

Ladies and Gentlemen, (BUS%SNES, BT AR Dear —idl)

D. The body of the letter

The body of the letter is the main part of a business letter. It

{follows the opening sentence and may contain several paragraphs.

There is a double space between paragraphs. If one page is not e-

nough and more pages are needed, please write down the receiver’s

name, number of the page and the date as follows:

(1) Ms. Nancy Winter
Page 3
July 2,1997
(2) Page 4
May 5,2000
Ms. Nancy Winter
(3) Page 4
The Eastern Seaboard Corp., Dec. 21,2004
E. Complimentary close

Complimentary close is one or two spaces under the closing

sentence. It begins to the right of the center of the page. Comma is

used after it. There are many ways in writing complimentary close;

(1) Cordially, Cordially yours, Intimately yours, (GE#Z)

(2) Sincerely, Sincerely yours, Yours sincerely, Very sincerely
yours, (EFi@#)

(3) Your truly, Very truly yours, Yours very truly, Yours
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faithfully, Faithfully yours, (1IEZX)

(4) Respectfully, Respectfully yours, Yours respectfully, Very

respectfully, (FIEX)

(5) Love, Cheers! With love, Best wishes, Best regards,
Warmest regards, Your devoted friend, (FEE)

F. Signature .

The writer of the letter should sign his or her name under the
complimentary close. Usually the name of the firm should also be
typed out in capital letters. It’s also necessary to type out the sig-
natory’s name and title under the signature. The format is as fol-
lows ;

(1) Faithfully yours,

THE EASTERN TRADING CO.
(Signature )
Richard Owen
Marketing Manager
(2) Yours very truly,
THE INTERNATIONAL TRADING COMPANY
(Signature )
Charles Smith
Managing Director
(3) Yours faithfully,
P.P. THE NATIONAL TRADING CO.
(Signature )
B.R. Jones
Notes -

P. P. is the short form of Per Pro. (Per Procuration). If P. P. or

Per Pro is used before the name of a firm, it shows that the signato-

1y signs for his firm not for himself.



G. Enclosure
f there are enclosures in a business letter, Encl. or Enc. should
be written on the left bottom of the page. More than two enclosures
should be noted as 2 enclosures, 3 enclosures, etc. Or with more de-
tails as the follows:
(1) Encls: 2 Invoices (KZEFK)
(2) Enc. ; 1B/L, Bill of loading ($#H$—5K)
1 Photo (HBH —3K)
1 Certificate (GEBA H5—3K)

3. The Format of the Envelop

Return Address *!

Mailing Directions

Address \

Remarks

If the letter is a private one or a confidential one, you can note
it in the place of remarks on the envelop like:

(1) Private  (RAATH)

(2) Personal  (PAAF)

(3) Confidential (ML)

You can also make it clear what style the letter is by writing in
the place of mailing directions on the envelop as follows

(1) Registered  (EESHRF)

(2) Express (PR mR{4)



(3) Ordinary Mail

(4) Tmmediate/urgent

(5) Printed Matter

(6) Sample (FEdh)

CFE)
(B2H)
(ERR &)

Robert Kastens

Carbonite Corp.

1332 Second Avenue
Milford, Connecticut 06460
U. S. Al

Ms. Yvette Carlson
Buying Manager

26 Princes Hwy
Narooma, NSW 2435

Australia

Stamp
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