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Business Letter-writing

Objectives

In this chapter, you should be able to

® know a business letter serves the main purpose of communication between two companies, or it is
a method to talk to different people within a business.

® remember the essentials of business letter-writing.

® keep the letter brief and to the point.

® know the main parts of a business letier.
FI B

BIAAFFT, REERS

— THBEFRLIEATANAGESFA, AR LEZEAELRAEPOFK;
—YERSFHLEHHERAAZ;

—BHAMESEHF B M ALE;

—REBFERGERLHN,

Leading in

A business letter is a letter written in formal language, usually used when writing from one
business organization to another, or for correspondence between such organizations and their custom-

ers, clients and other external parties. The overall style of a letter will depend on the relationship
between the parties concerned.
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Structure

Business letters usually contain the following elements
® Sender’s address & contact information

Date of writing

Subject

Recipient’s name, Title, Company & Address
Salutation/ Greeting

Message (Body of the letter)

Valediction/ Closing

Sender’s signature

® Sender’s name, Title, Company

In some situations, a business letter may also include the following optional information :
® Enclosures (Encl ; or Enc. ;) '
® Carbon Copy Recipients ( Cc;)

® Reference Initials ( Of the typist, if different from original author of letter )

RS E R E B U T A,

— 5 {5 Asbht FIB R R

—E5EEH

—F#

—WEABF . B, AFLHRAb

RIFSEE

W38 (EEX)

—&WiE

—EBRBEAZA

—EBRHALT. BUMAFLK
EREEOLT, REFE, §FERETUAEUTRE.

— R

— PR

SERRE (NWBRFEARITFERA—BE, EWHITERES)

July 1, 2003

Kingsdale Sewer Treatment Corp.
123 Fischer Lane

Harlandale, WA 89012

Dear Sir or Madam,
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I am a student at East Norfolk High School in Harlandale, Washington. We are-doing a field
research project on how to clean up and sanitize our local drainage system. Could you suggest an of-
fice where I can find more information about water quality in our town?

Thank you for taking the time to respond to this letter.

Sincerely,
Charlene W. Richards
BURE -

R — BB East Norfolk B HI%E4E, EEM—MXFMMARITY MK RS
HEMTERLEN R, SRTEFRIE LGB PETT LRI THRET KRS
faj R 7

RIS ASAE B A 2 e Y B RO (B RS R

Essentials of Business Letter-writing

1. Clarity

Above all, the business letter must be clear and easily understood. If your letter is ambiguous,
it might bring trouble to yourself as well as your reader. While presenting an idea, you need to follow
a clear logic. To avoid ambiguity and confusion, the writer should use simple and accurate words,
and short and simple sentences where appropriate.

Y :

B, RERUAEN . 5 THEMB, WRROERDERMAT, BT A BE A FK
AOH R, YRBWAN, MZAEIRNBENE, TR CRIRE, BEANKE
MEENEAERERMNREL, URREMET,

2. Conciseness

To be concise is to express a message completely in as few words as possible. In business corre-
spondence, this means increased effectiveness and decreased costs, wordy expression and redundan-
cies are the major blunders to overcome to communicate concisely.

OR:S

FMFERERERRBLNRICERB MR A GR . RS ERT, HHNEREBRERER
MRRERRA, TITKERXMITRE N HE RS,

3. Courtesy _

The principle of courtesy requires one to be thoughtful and polite in writing a business letter. If
you put yourself in the reader’s shoes, c‘onsidering his or her needs, problems and emotions, your
letter will most probably be appreciated.

Normally, punctuality is stressed as an important aspect of courtesy in business correspon-
dence. A prompt letter is always more valued than a delayed one.
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4. Completeness

Like any other letters, a good business letter should be complete, providing all the information
and date necessary for a specific issue. If any necessary piece of information is lacking, the reader
will have to ask you for clarification, which means that you will have to write another letter. It will
not only waste time, energy and money, but also damage the image of your company.
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5. Correctness ‘

It goes without saying that the business letter should be linguistically correct. Incorrect gram-
mar, improper punctuation, and wrong spellings are not allowed. Besides, the letter should be writ-
ten in an appropriate style and format.

Evidently, a company will leave a very favorable impression on its customers and work with
high efficiency if all its business letters are clear, concise, courteous, complete and correct.
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Layout of Business Letters

Date (H#)

The date line is used to indicate the date the letter is written. However, if your letter is comple-
ted over a number of days, use the date it is finished in the date line. When writing to companies
within the United States, use the American date format. ( The United States-based convention for
formatting a date places the month before the day. For example: June 11, 2010. ) Write out the
month, day and year two inches from the top of the page. According to the format you are using for
your letter, you can either left justify the date or tab to the center point and type the date.
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1) The American style is.

® Month, spelled out in full; ,

® Day of the month, in digit, without th, nd, etc, followed by a comma;

® Year in digit.

For example: April 20, 2010 May 26, 2010
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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; 18 March 2008 6 July 2009

Sender’s address (&5 A biit)

Whether to include the address of the sender is optional. If you choose to include it, place the
address one line below the date. Do not write the sender’s name or title, as it is included in the
letter’s closing. Include only the street address, city and zip code. Another option is to include the
sender’s address directly after the closing signature. '
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Inside address (& Pqithiit)

The inside address is the recipient’s address. It is always best to write to a specific individual at
the firm to which you are writing. i you do not have the person’s name, do some research by calling
the company or speaking with employees from the company. Include a personal title such as Ms. ,
Mrs. , Mr. , or Dr. Follow a woman’s preference in being addressed as Miss, Mrs. , or Ms. If you
are unsure of a woman’s preference in being addressed, use Ms. If there is a possibility that the per-
son to whom you are writing is a Dr. or has some other title, use that title. Usually, people will not
mind being-addressed by a higher title than they actually possess. For international addresses, type
the name of the country in all-capital letters on the last line. The inside address begins one line be-
low the sender’s address or one inch below the date. It should be left justified, no matter which for-
mat you are using.
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Sample 1
Personnel department
Westminster Productions Inc.

51 High Street
Anytown AY12 BF
Sample 2
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Ms. Sophia Smith
Marketing Manager
Urban Housing Authority
New York, NY10099

Salutation ( #Ri)

Use the same name as the inside address, including the personal title. If you know the person
and typically address them by their first name, it is acceptable to use only the first name in the salu-
tation (for example: Dear Lucy: ). In all other cases, however, use the personal title and full name
followed by a colon. Leave one line blank after the salutation.

If you don’t know a reader’s gender, use a nonsexist salutation, such as “To Whom It May Con-
cern” . It is also acceptable to use the full name in a salutation if you cannot determine gender. For
example, you might write “ Dear Chris Harmon:” if you were unsure of Chris’s gender.
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Body (IEXX)

For block and modified block formats, single space and left justify each paragraph within the
body of the letter. Leave a blank line between each paragraph. When writing a business letter, be
careful to remember that conciseness is very important. In the first paragraph, consider a friendly
opening and then a statement of the main point. The next paragraph should begin justifying the im-
portance of the main point. In the next few paragraphs, continue justification with background infor-
mation and supporting details. The closing paragraph should restate the purpose of the letter and, in
some cases, request some type of action.
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This is the most important part of a letter. It contains the message you want to pass to your reader. When
writing the body of the letter, you should follow a few basic principles;

1) Write clearly and to the point;

2) Be sincere, polite and thoughtful ;

3) Use an appropriate tone and style;

4) Write naturally and avoid jargons;



