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Presentation and Layout of
Business Letters

. The principal parts of a business letter & T REK B

Every well-constructed letter consists mainly of the seven parts and other
complementary parts as listed below:
1. The Letterhead {53k
The Date Line B
The Inside Address {5 #ifit
The Salutation FRIF
The Body of the Letter {7
The Complimentary Close &5 5
The Signature %%
. Complementary Parts of a Business Letter in#a

o =1 o N o N

1. Letterhead

Every company may have its own especial stationery available for business
correspondence. A blank sheet of plain white bond paper, with the letterhead
printed in bold form, is generally in the size of A4 duplicating paper, about
21 30cm or in other sizes.

Usually, letters written may alternatively be transmitted by facsimile
machines or e-mail facilities, but envelopes may still play their incomparable
functions. Envelopes of standard size are approximately 22 X llcm. Any

information printed or written on a finished envelope should conform to what
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encompassed by the letterhead.

A typical letterhead of pre-printed stationery may contain some or all of
the following parts. '

(1) Full Name of the Company

The sight of the name of a company (mostly the full name, but sometimes
the acronym might as well be used when widely accepted) may give the reader
an instant impression, just like the name of a product which may be famous or
less well-known, or the name of a person, which may be a reminder of his or
her personality, e.g., General Motors Corp. (GM) .

(2) Logo

A logo is usually a printed design or symbol that a company or an
organization uses as its special sign, e.g., an upright capitalized H stands for
Honda (A Japanese auto-maker); in contrast, an italicized H stands for
Hyundai {A South Korean auto-maker).

(3) Address

The letterhead may give the address of the head office, branches or any
other offices the company owns, indicating the present location of the sender
of the letter, together with other information on any possible means of
communication, such as telephone, fax, and e-mail address.

(4) Icon of products

This may be a picture, image, sign, or other representation of a certain
product the company manufactures or sells.

(5) Type of business

Wording such as Import/Export/Representation printed below the full
name of the company may generally tell, when ticked, what type of business
the company is engaged in. Otherwise, you can not know what line the
company specializes in until you finish reading the letter.

(6) References

References can be divided into two parts: Your Ref. and Our Ref. ,
the purpose of which is for future reference when giving a reply or keeping
files.

-2-



Linit One_ Pressntation and Layout of Business Letters #h\_

2, The date line

Two or three lines below the letterhead is generally printed with the word
Date followed by a blank or empty space for you to fill in the specific date
nurnber.

The date line is normally typed or written in either of the following two
forms:

(1) Month Day, Year (or Day Month, Year) — a blended form using
both words and numerals. The name of the months, preferably spelled out in
full, is immediately followed by the date in either ordinal or cardinal number
(or vice verse for Day Month, Year form), and then, separated by a comma,
followed by the year in Arabic number, for example, August 1, 2008, 1
August, 2008, August 1st, 2008, or 1st August, 2008.

(2) D/M/Y — a form using only Arabic numerals, and expressing the
day, month, and year each with two digits. For example, 01/08/09.

3. The inside address

Different from writing a Chinese business letter, writing an English
business letter involves writing two addresses, one on the envelope, and
another on the letter itself. An inside address typed on the letter sheet, if
properly folded, may sometimes serve as the recipient’s address on the
envelope when a window envelope is used. This can partially explain the
reason why both the addresses should be identical with each other.

The inside address of a business letter to be sent abroad may have some or
all of the following components;

(1) Full name of the recipient (if it is known)

Courtesy titles used in addresses are Mr. for a man; Mrs. for a married
woman; Miss for an unmarried woman; Ms. for both married and unmarried
women. Otherwise, Messrs. may be used before the name of a company,
when the name of the person whom the letter may concern is unknown.

(2) Business title of the recipient

If necessary, business title may be typed after the recipient’s name on the

.3-
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same line, or on a separate line below the name.

{3) Name of the company addressed to

Name of the company should usually be presented in full form, but if it is
too long, some of the words may be abbreviated, for example, China
National Cereal, Cil and Foodstuff Import and Export Corporation, may be
shortened as China National Cereal, (il and Foodstuff Imp. & Exp. Corp.

(4) Name/number of suite, building, street, town or city (followed by
postal code or zip code) and country.

All those names and numbers are indispensable components on the
envelope. The availability and proper arrangement of the information may
undoubtedly facilitate the delivery of the letters, e.g. ;

Sample 1
Ms. Maria Micalizio
Manager — Corporate Purchasing Asia Desk
Henkel Asia-Pacific Lid.
27/F Asia Orient Tower, Town Place,
33 Lockhart Road, Wanchai, Hong Kong

Sample 2
Mr. Jung Tae Ycon, President
Vast Continent Enterprise Co. , Inc.
356 Garden Oaks Bivd. Houston,
Texas, 77020 USA

Sample 3
Messts Hawker Siddeley International Ltd.
36 Duke Street, St. James,
London, SW5 IDY
England

4. The salutation

The salutation for a business letter is like a greeting saying hello to

I4I



someone when beginning a conversation. Dear Sir(s) is used to address a man
{or men) whose name(s) you do not know, while Dear Madam(s) to a woman
(or women), whether single or married, whose name you do not know,
either. Nowadays, people tend to use Dear Sirs or Mmes., or Ladies/
Gentlemen (usually in plural form) te aveid being tainted with sexual
discrimination. Otherwise, “To whom it may concern” can be used instead.

Suppose you actually know the name or have the business card of the
perscn you are writing to, then your salutation may take the form of Dear
followed by a courtesy title (Mr., Mrs., Ms. or Miss) and the person’s last
name or family name, e.g. , Dear Mr. William , instead of Dear Mr. Johnson
William; Ms. Wang, instead of Ms. Wang Fang. Some Americans may turn
to casual way of addressing, e.g., Dear Wanghai, Dear Wang. or Dear Liz,
to show their intimacy with you if they think you can become their real
business partner or friend.

5. The body of the letter

The body of the letter is the most important section of any business
letter, for this is the very place where you have something to tell. Any letter
of average length. no matter how many paragraphs it is composed of, may be
supposed to have three integrated parts:

Part A

Generally, reference ($#£5) is to be made here in this part. The typical
examples are the opening sentences such as saying things like “Thank you

n

for ...”, “Referring to ... ", “As regards ...,” etc. Very compact as the first
paragraph usually is, it tends to be of a single sentence, which may need to:
(1) indicate the subject and purpose of the letter,
(2) acknowledge any previous correspondence, and
(3) establish a satisfactory tone
Part B
Subject matter ( B4XEH) is to be dealt with in this part, Different from

writing essays or compositions, using rhetoric sentences is not as important in

L] 5 -
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writing business letters, for they are not meant for appreciation. When peopie
are busy and have dozens of other interests to entertain, how can they tolerate
their being fooled to read so many redundant sentences, and at last to find
only on¢ point meaningful. Since the main purpose of the letter is to convey a
clear message with plain language. it is advisable to bear in mind the 7Cs
(completeness, concreteness, clarity, conciseness, courtesy. consideration,
correctness) and to keep your letter more readable by writing short sentences
and short paragraphs with smoothly flowing ideas.

As the philosophy of businessmen or businesswomen is effectiveness,
writing or reading business letters are not compared to writing or appreciating
essays or compositions.

Part C

One or two sentences are normally expected here in this part to wind up
the letter by expressing a desire for further cooperation (RRAH). The
closing paragraph should also be relatively short. It may.

(1> show friendliness and good will,

(2) leave the reader with a single clear-cut thought or idea, and

(3) inspire whatever action or response that is desired.

6. The complimentary close
The complimentary close is simply a matter of custom or a polite way of
closing a letter, which may, to a certain extent, correspond with the

salutation, to be summed up as follows:

Dear Sir(s), or Dear Sirs or Mmes vs. Yours faithfully/Faithfully yours
Gentlemen, or Ladies/Gentlemen vs. Yours very truly/Very truly yours
Dear Mr. /Mrs. /Ms. /Miss XXX Vs, Yours sincerely/Sincerely yours

Yours faithfully/Yours truly

Nowadays, people tend to use more popular and casual ways to draw a
complimentary close, e. g., ( With) Best regards, Best wishes, or Kind
regards, etc.

L] 6 L]
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7. The signature

Every business letter, when finished, is normally hand-signed in ink by
the person who is entitled the corresponding authority. A handwritten
signature may appear to be personal. but meanwhile illegible. In this case,
another neatly typed signature, followed by the business title, seems to be
necessary. The business title may follow the typed name on the same line or
be placed on the line below. If the signer represents only a certain department
of the company, the department name should be typed on another separate
line further below. The name, once signed, should not vary from one letter to
another, for example, Frederick G. Smith should remain Frederick GG. Smith
in all his subsequent business correspondence. For example:

Frederick G. Smith

Managing director

Export Department No. 3

8. Complementary parts of a business letter

(1) Attention line

This part is necessary when the letter is meant to be attended to by a
particular person or otherwise handled by someone else who is able to take
his/her place.

The most frequently used phrases are “For the (kind) attention of”,
“Attention” or simply “Attn” punctuated with a colon, and then followed by
the addressee’s name or business title, or both.

(2) The Subject Line

The subject line may instantly give the reader a brief idea what subject
matter is going to be dealt with in the letter. Tt is placed two lines below the
Salutation and above the Body of the Letter. For this part, people may choose
to type, for example, “Re; Table-cloth”, “Sub; Tablecloth”, or “Table-cloth”
with a line drawn below for emphasis. without using either “Re” or “Sub”.

(3) Enclosure Notation

The word Enclosure or Encl typed at the bottom, left-hand, two or three
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lines below the signature may serve as a check-list to remind someone what
have been sent together with the letter. For example.

Encl. : Bill of Lading (3 copies)

Commercial Invoice (3 copies)
Certificate of Origin (3 copies)

Alternatively, with the wide use of facsimile-machines and later e-mail
facilities, people tend to type the word “Attachment”, instead of “Enclosure”
when some documents are submitted together with the fax or e-mail message.

(4> Postscripts

P.8. (the shortened form of Postscripts) followed by some remarks may
be typed left-hand at the bottom, when it occurs to the writer that he has
slipped something important when almost having finished writing the letter.
But this part is not yet advocated for formal business letters.

(5) Copy Notation

If you expect your correspondence to be disclosed to a third party or more
other parties. a special demand may be made to the first recipient of the copy
by typing CC followed by two spaces and then more recipients.

CC stands for carbon copy, and remains in use, in spite of the fact that
people are actually using more advanced photocopy machines. However,
business people prefer using CC, because they believe it may also stands for
copies circulated (to).

1. Layout of business letters Bi#EAM X RN

A very large part of the business of the world is conducted by means of
correspondence. Therefore it is extremely important to be able to write good
business letters — letters that represent oneself and one’s firm to the best
advantage.

Normally, there are three styles to follow when planning the layout of a
business letter. They are block style, indented style and semi-block style with
indented paragraph.

08.
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1. Block style FF3Ls%

Maggot Industries

Fisheries Building, 118 Nan Jing Xi Lu, Shanghai, P, R, China
Tel: (021) 56985642; Fax: (021) 55789575

28th March, 2008

Mr. Phil Hannah, Marketing Manager
Big Ben Clocks and Watches
Tower Street, London, SW1

England
Dear Mr. Hannah,
1 write for information regarding the delivery of your ormnamental products.

Maggot Industries is a medium sized company based in Shanghai, and a major

supplier of both mechanical and electrical ornamental products to over 6§50 outlets
~ in Eastern China. We actively conduct regular market surveys and have identified a

growing market for Big Ben clocks. We are therefore keen to source a supplier.

I have reviewed your catalogue and am impressed with your company profile.
However, before going ahead with a purchase I would like to know the availability

- of the products. Therefore, if you can send me details of price level and technical
data of the products, I feel confident that we'll be able to negotiate a deal soon
after, ' -

I lnok forward to receiving the information at your carliest convenience. And
should you reguire furiher details please don’t hesitate to contact me.

Yours sincerely,
William Hague

B
2R &43'%/_:'&'*



