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Unit One Business Letter Writing

Principles of Business Letter Writing

In the modemn age the signification of good communication skills is almost unanimously
recognized as all the business depends upon the satisfactory exchange of information. The objectives
of communication are to obtain complete understanding between the parties involved, and elicit the
responses required, which can be achieved through clear expression and right approach.

Therefore it is of the utmost importance for students to learn how to write good business letters —
letters that present ideas interestingly and clearly to enable readers to understand with the least
possible efforts.

We suggest that the following points should be borne in mind when writing an English
business letter:

To express the idea in the most clear, concise, and courteous way, the writer should, first of all,
make sure that his meaning is conveyed so clearly that the letter can not be misunderstood. To
achieve such clearness, he should keep in mind the purpose of his letter and use words — plain,
simple, and appropriate, in correct sentence structures to avoid ambiguity.

Clearness and conciseness often go hand-in-hand and the elimination of wordiness or
redundancy can help to make a letter clearer and at the same time more concise. A concise letter
should say things briefly but completely without losing clearness or courtesy. Conciseness can be
achieved by shortening wordy expressions, using words instead of phrases or clauses and avoiding
padded expressions.

It should hardly be necessary to stress the importance of courtesy in business correspondence.
Courtesy, not merely politeness, stems from a sincere You-attitude. The writer should not only avoid
irritating or offensive statements, but put himself in the shoes of the people who will be reading the
message. He should always keep them in mind, see things from their point of view, imagine them in
their situation, think of their problems and difficulties and express the idea desired in terms of their
experience.

In the business world time is a commodity, and punctuality is regarded as a virtue. Naturally
prompt reply to a letter and being punctual in transaction will certainly please your customers as a
common form of courtesy.
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Layout of Business Letters

I. Forms of a Business Letter

Although formality in business letter writing is rapidly giving ways to a less conventional and
more friendly style, the layout still follows a more or less set pattern determined by custom. It is
advisable to follow established practice, to which the business world has become accustomed.

Generally speaking, two patterns of layout are in current use — the conventional indented
style (Example 1) and the modern blocked style (Example 2). The former takes in four to six
letters in the first line of each paragraph in the body of the letter, while the latter begins all typing
lines, including those for the date, inside name and address, salutation, subject heading and
complimentary close etc. at the left-hand margin. However, the inconvenience of paragraph
indentations in the indented form and the loss of clarity occasioned by the absence of indentation in
the blocked style give birth to the third pattern of layout — modified blocked style (Example 3),
where the date is placed on the upper right-handed side of the paper to achieve eye-catching effect.

Example 1: Indented Format

Tianjin Foodstuffs Import & Export Corporation

98 Jianshe Road, Tianjin, China

Telephone: (022) 25873568  Fax: 25876688  E-mail: tjfod @public.tpt.tj.cn

Our ref: No. PC/mj
Your ref: No. SP/gb
Date: 30th May 2009

Messrs. MacDonald & Evans

101 Tracy Avenue

Spokane, Washington 88202

US.A.

Dear Sirs,
Your Order No. 556

We are pleased to learn that our Xinghai Pianos appeal to your market and

thank you for your E-mail duplicating your order for 1,000 sets.
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You know that owing to the sudden rise in the cost of the special steel sheets,
the prevailing prices of pianos in the world market are somewhat higher. However,
considering the long-standing relationship between us, we have entertained your
repeat order on the same terms as before and are sending you our sales confirmation
No. PT-206 in duplicate. Please sign and return one copy to us for our file.

It is understood that a letter of credit in our favor covering the above-
mentioned pianos will be established immediately. We wish to point out that the
stipulations in the relevant credit should conform strictly to the terms set out in our
sales confirmation in order to avoid subsequent amendments. You may rest assured
that we shall effect shipment with the least possible upon receipt of your credit. .

We appreciate your cooperation and trust that the goods to be dispatched will
be found to your complete satisfaction.

Yours sincerely,

(Sg)

(Manager)

Example 2: Blocked Format

Tianjin Foodstuffs Import & Export Corporation
98 Jianshe Road, Tianjin, China
Telephone: (022) 25873568  Fax: 25876688  E-mail: tjfod @public.tpt.tj.cn

Our ref: No. PC/mj
Your ref: No. SP/gb
Date: 30th May 2009

Messrs. MacDonald & Evans
101 Tracy Avenue

Spokane, Washington 88202
US.A.
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Dear Sirs,
Your Order No. 556

We are pleased to learn that our Xinghai Pianos appeal to your market and thank
you for your E-mail duplicating your order for 1,000 sets.

You know that owing to the sudden rise in the cost of the special steel sheets, the
prevailing prices of pianos in the world market are somewhat higher. However,
considering the long-standing relationship between us, we have entertained your
repeat order on the same terms as before and are sending you our sales confirmation
No. PT-206 in duplicate. Please sign and return one copy to us for our file.

It is understood that a letter of credit in our favor covering the above-mentioned
pianos will be established immediately. We wish to point out that the stipulations in
the relevant credit should conform strictly to the terms set out in our sales
confirmation in order to avoid subsequent amendments. You may rest assured that
we shall effect shipment with the least possible upon receipt of your credit.

We appreciate your cooperation and trust that the goods to be dispatched will be
found to your complete satisfaction.

Yours sincerely,

Sg)

(Manager)

Example 3: Modified Blocked Format

Tianjin Foodstuffs Import & Export Corporation
98 Jianshe Road, Tianjin, China
Telephone: (022) 25873568  Fax: 25876688  E-mail: tjifod @public.tpt.tj.cn
Our ref: No. PC/mj

Your ref: No. SP/gb
Date: 30th May 2009
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Messrs. Mac Donald & Evans
101 Tracy Avenue

Spokane, Washington 88202
US.A.

Dear Sirs,

Your Order No. 556

We are pleased to learn that our Xinghai Pianos appeal to your market and
thank you for your E-mail duplicating your order for 1,000 sets.

You know that owing to the sudden rise in the cost of the special steel sheets,
the prevailing prices of pianos in the world market are somewhat higher. However,
considering the long-standing relationship between us, we have entertained your
repeat order on the same terms as before and are sending you our sales confirmation
No. PT-206 in duplicate. Please sign and return one copy to us for our file.

It is understood that a letter of credit in our favor covering the
above-mentioned pianos will be established immediately. We wish to point out that
the stipulations in the relevant credit should conform strictly to the terms set out in
our sales confirmation in order to avoid subsequent amendments. You may rest
assured that we shall effect shipment with the least possible upon receipt of your
credit.

We appreciate your cooperation and trust that the goods to be dispatched will
be found to your complete satisfaction.

Yours sincerely,

(Sg)

(Manager)

11. Parts of a Business Letter

The business letter consists of the following twelve parts: (1) the letter-head, (2) the date, (3)
the reference, (4) the inside name and address, (5) the salutation, (6) the subject line, (7) the
message, (8) the complimentary close, (9) the signature and designation, (10) the enclosure, (11) the
postscript, (12) the attention line.



