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Unit 1

Lead-in
—Business Letters

English is considered the business language in the world; while
communication is the lifeline of modem business. Generally speaking,
correspondence—the exchange of letters — can be grouped in three
major categories, which reflect different purposes. the business life,
the personal life, and the working life. The focus of this course is on
business writing, whose main types are as follows,

Letters — for extemal correspondence;

Memos — for intemal correspondence;

Telegrams and tfelexes — seldom used now;

Fax — the message of a fax is the same as that of a letter, which is
usually sent by the post; while the fax is sent by a fax machine at far
greater speed.

E-mails — for both intemal and external correspondence, which is
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Business Correspondence

gaining great popularity nowadays.
This course will be centered primarily on lefter writing in international

trade.

Parts of a Business Lefter

1. The standard parts of a business letter:

(1

(2)

&)

Heading or return address — the letterhead is the printed or
engraved heading on an organization’ s sheet of stationery,
which may include the following elements.

@ logo or trademark or symbol or siogan;

@ full legal name of the organization;

@ full address of the organization or the branch and other
necessary data, including felephone number, fax number,
and e-mail address;

@ name of director(s) if necessary;

@ starting date of the firm if it needs to be specified, indicating
that the firn has a long history.

Date line -— the date is usually below the heading, more often

written as one of the following: 8(th) September (or Sept. ) 2002;

September (or Sept.) 8(th), 2002, but to avoid using figures such

Qs 9/8/2002, as it might be read as September 8, 2002 or August 9,

2002, which will cause unnecessary confusion. Never write of in

the date (5th of May).

inside address -— it’s usually the same as the outside address on

the envelope. If the window envelope is used, there is, of

course, no need to write the outside one. The address is
arranged like a pyramid, starting from the smallest unit, e. g. the
room number, to the largest unit, e.g. the name of the country.

If the letter is addressed to an individual, the inside address will

include that person’s courtesy title — professional title, such as

‘Dr’ or ‘Prof.’, or the traditional title, such as Mr., Mrs., Miss,

and Ms and the name, which are put on the top. line of the

address. That person’ s business or executive title — such as

CEO, General Manager — is usually placed on the second line of
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the inside address. If the lefter is addressed fo a group, the
inside address will consist of the full group name and the
address. The following are two examples.

Example 1 > »
Name Mr. S. Johnson
Organization Casual Hotel
Road 18 Zhongshan Road
Town/City Postcode Suzhou 240000
County/Province Jiangsu
Country P.R.China

Example 2 > 3
Group BCE College
Road 2 Central Avenue
Town/City Postcode Suzhou 240000
County/Province Jiangsu
Country P.R. China

if you are writing to a company containing one or more personal
names, you can put Messrs before the name of the company:.
Messrs David Young and Co. Ltd

Messrs Johnson & Sons

If the company does not contain a personal name, The is usually
written before it.

The South Travel Association

If you are writing to a person who has a particular position, write The
before the position:

The Manager

The President :

(4) Salutation — the friendly greeting that is placed just under the
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inside address. If the letter is addressed to an individual, it
usually consists of; Dear + Courtesy Title or Business Title +
Sumame. If the lefter is sent to a group/a company, it is
customary to use. Dear Sirs (BiE), or Gentflemen (AME). To solve
the sex question in letter writing, use Dear Sir or Madam / Ladies
and Gentlemen, or use the titie of the person addressed. Dear
President, the same idea can be used when writing to a
company. Dear Local Sanifary Service.

(5) Message/Text — it’s the most important part of the letter, which
directly follows the salutation. The message can be as short as a
one-sentence paragraph and as long as several pages with an
opening paragraph and a closing paragraph and many other
paragraphs in between.

(6> Complimentary close — the words that come immediately after
the body and directly before the signature to indicate the
writer’s regards to the receiver, signaling the conclusion of the
letter. The words often used are: truly, sincerely, and faithfully.
If you begin your letter with Dear Sir or Madam, that is, if you
are writing to a stranger, then you must end with Yours
faithfully . If you are writing to someone whose name you know,
or someone has written to you, you end with Yours sincerely.
Generally, the typical American forms are. Best regards,
Sincerely; the more typical British forms are. Best wishes, Kind
regards, Yours sincerely and Yours faithfully.

(7) Signature area — this area may inciude the following. your
signature, your typewritten name, your business title and the
name of your branch and/or that of your company. If the person
who has dictated the letter is not present to sign it, the typist or
someone else will sign it instead. In this case, the usual
practice is to write the letters p. p. or per pro ( = on behalf of)
before the name of the person signing the letter.

2. The optional parts of a business letter

(1) Personal or confidential notation — if the letter is personal or

confidential, type Personal or Confidential in atl-capital letters
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or in underscored capital and small letters on the second line
below the date, starting at the left margin.

(2) Attention line — it is used if you want to bring your letter tfo the
attention to a particular person or a deparrment when you
address this letter to an organization. It is usually typed two lines
below the inside address and two lines above the salutation.

(3) Subject line — this line states briefly what this letter is about so
that your reader would get the main idea before he reads it in
detail and it also facilitates filing.

(4) Reference line — carrying a file, order or policy number placed
one to four lines below the date.

(5) Executive and secretary/typist initials — they usually appear at
the left margin on the same line with the last line of the signafure
areas or one or two lines below that to indicate responsibilities.

(6) Enclosure (s) — If you include anything else more than the
message in the envelope, you need to specify clearly so that
the person who prepares for mailing will not forget, and if more
than one item are enclosed, you need to indicate the number as
well by writing it after the word enclosures. This would also help
the receiver to check for the enclosure(s) when the letter arrives
at his end.

(7) Copy notation — when you have sent a copy of this letter to a
third party and you need the receiver to know it, you will write
the name of that third party after the abbreviation “cc” (carbon
copy) or “xc” (Xerox copy).

(8) Mailing notation / notation of delivery — when the deadiine is
required for a particular purpose, or whete necessary, the
mailing means, such as Registered, need to be indicated in the
letter. -1t Is usually typed in capital letters flush with the left
margin about two lines above the inside address.

(9) Postscript — to call the receiver’ s attention to something
important which you have already mentioned in the letter or to
add something that is not related to the letter itself. But if you
forget something important and relevant to the letter, better
insert it in the appropriate place and reprint the letter.



Business Correspondence

Two standard formats being used in recent years are the block format
and modified block. In the block style, all parts of the letter are flush
left with appropriate spacing between each part of the letter, and the
paragraphs are not indented (Please see example in Sample Letter
below). .

The modified block format may cenfer the heading but more
commonly places it in the upper right comer of the type area.
Paragraphs may or may not be indented and the complimentary close
and the signature touch the right margin.

Southeast Travel
Head Office

5th Floo

World Trade Mansion
Nanjing =

Tel: 086-025-9966888

Mr. S. Johnson
Water Close

Sydney

5July 2002
Your ref. 5SJ ;
Our ref. 0268

Dear Mr. Johnson

Re: Mortgage Account _
Thank you for your letter of 1 July and we leamn that you

would like details of the building coverage.
We enclose herewith a booklet detailing the premium rates

for standard and additional cover.
Please let us know what particular cover(s) you would

require so that we can make necessary arrangements

accordingly.

Yours sincerely
M. Smith
Manager of Insurance Section
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The American Management Association developed the simplified format
recently. the salutation and complimentary close are omitted, but a
subject line is essential. For example:

March 18, 2000

Dandan Bookstore
20 Huixin Dongjie
Beijing 100029

BOOK ORDER

Please send me one copy of College English. My check for RMB
12.00 is enclosed. ]

Sue Wang
12 Zhongshan Road
Nanjing 210021

Enclosure. RMB 12.00 check.

1. A successful letter is one that wins a favorable response — the
success of the letter is judged by the response. Let the response you
desire be your guide throughout the letter.

2. You-attitude. let your reader’s interest be your guide in selecting
and phrasing of ideas.

3. Expression skill. try to use expression in English that is clear,
persuasive, natural, thoughtful, and interesting.

4. Avoiding these expressions (as they are considered as clichéd
expressions) ; »
as regards, at your earliest convenience, awaiting, we await, beg,
duly noted, esteemed, recent date, trusting that this is satisfactory,
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valued, we are, we remain, we trust, we wish to, with due regard,
with reference to the maftter.

Southeast Travel gﬁ

Head Office |
- 5th Floor |
World Trc:de Mansion
~ Nanjing
el. 086-025-9966888
Mr. S. Johnson : S
Water Close
Sydney
5 July,2002
Your ref, 58J :
Our ref. 0268
Dear Mr. Johnson
Re: Mortgage Account

Thank you for your letter of 1 July, and we ieotrn Tha’r you.
would like details of the building coverage. :

We enclose herewith a booklet detailing the premlum ro’res
for standard and additional cover.

Plecse let us know whct pamculm c&;:ver(s)
require so that we can make necassczry ccrrcmgemen S
accordingly.

Yours sincerely
Mr. Smith
Mcmoger of !nsurance Section

Study the above model letter and answer the questions individually or

in pairs.

1. What are the name, address, and telephone number of the company
from which the letter is sent?

2. When was the lefter written?

3. What is the inside address?
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What is the writer’s reference number?

What is the subject of the letter?

Who wrote the letter?

What is the position of the writer of the letter?

What is the purpose of writing this letter?

. What is the main idea of the letter?

10. What is the possible relationship between the writer and the receiver
of the letter?

©® N O oA

Terms & Expressions

>

logo n. P14
trademark n. # AR

slogan n. iE, 05
branch n. 23, 0 E
courtesy title ALY k&g F AR
business or executive title B Hi

CEO (Chief Executive Officen HRMATE
salutation n. Aot

Messrs. (Mr. &5 & %) n. % &A1
complimentary close AU EHLEER
signature n. x%
confidential adj. M

enclosure n. M A
optional adj. T Z R FH
file V. E (ATIREE VEEEPE- 5 3
block format F sk X
mortgage n. Ay
coverage n. AR A
premium . B
clichéd adj. k34 298 0
re prep. XT.¥9
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\ €xercises

1. The following is a summary of the parts of a business letter. Fill in the
blanks by referring to the introduction of this unit. some of which
have been given as examples:

1. The Heading 1. Letterhead— address Standard
2. Date line—the month, day and year

2. The Opening 3. Personal or confidential notation (the second | Optional
line below the date)

4. Reference line (one to four lines below the
date)

5. Inside address Standard

6. Attention line—directing the letter to a specific
person (by name or by title) (below the inside

address
7.8 Standard
3. The Body 8. S . line (the second line below the
salutation) Standard
Q. Message/
4. The Closing 10. Complimentary (the second line below

the message)

11. Company signature—the name of the | Optional
company in all-capital letters on the second
line below the complimentary closing)
Writer’ s identification — the signature. the
written name and of the writer

12. Reference — the writer’s and /or the | Opticnal
typist’ s initial (the second line below the
writer’s identification)

13. Enclosure notation ( below the reference
initials)

14. Mailing notfafion ( below the enclosure | Optional
notation or the reference initials)

15. notation (below delivery notation)

16. Postscript (PS) Optional
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2. Suppose you are going to set up your own business, design your own
letterhead and then write a simple letter to tell one of your friends
about your new business using the letterhead you have just designed
(This can be done as a group wolrk:; first discuss what kind of business
you would like to be in, then give a full name to your business
organization, locate it wherever you like, put any logo or symbol
and /or slogan where necessary and finally add any other data you
like to your tetterhead. Then write a short letter together to tell one
of your friends about your new business).
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Memos & E-mails

Memos

A memo ( short for memorandum, often-called interoffice
memorandum) is drafted for intermnal purposes and meets thé need for
fast internal communication within the company. Memos are often
used to inform someone of the state of things at a particular moment,
and alternative courses of action may be recommended. Memos can
be addressed to a superior, a subordinate or a group of people
concemed. The main difference from a conversation or a phone call is
that the reader of a memo will be given time to think over his reactions
and will keep this document in his files for future references if
necessary. They also differ from ordinary lefters. They follow the basic
principles of letter writing, though they are usually more direct,
concise and less formal than letters. The opening and closing phrases
are omitted. Although the style may vary according to the addressee
(s), there are however basic rules one should observe when drafting a



