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Part One
Letter Writing in Banking

(&Rt 5515 E 5 1E)

Introduction

Letter writing is the most basic writing in all different forms of writing in bank-
ing business, especially in writing for telecommunications. As the oldest way of
written correspondence, letter writing observes the traditional writing format and
style. Although new methods of communication are created ( characteristic of tele-
communication via Internet) , letters are still used in banking business.

This part aims at helping readers to have a good understanding and mastery of
the format and application, and finally to be able to write letters in different bank-
ing business. All sample letters are chosen from actual banking transactions with
names of persons, institutions and dates being changed. And most of them contain

just the Subjects and the Bodies of letters in order to save space.
| . Parts of Letters in Banking Business
A bank letter usually consists of the following 12 parts:
1. Letterhead (or Heading) ({53k)

Letterhead includes the essential particulars about the writer: his/her name
and postal address, telephone number, telex address, fax number and, if any,
his/her email address. Letterhead is in the middle of the top of the writing paper or
in the left top or right top. If the letter is typed on a letter paper without a letter-
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head, the writer should type the letterhead on the paper (usually on the right top
of the letter). The letterhead is above the Date.

2. Date ( H¥H)

Date can be written either in British way or in American way. In Britain, they
write the day first as in the example 15(th) May, 2006 while in America they write
the month first like May 15, 2006. Months should never be abbreviated and they
shouldn’t be in numbers, either. Date can be typed flush with the left margin or

the right margin.
3. Reference (&% 8)

Reference is the number the writer compiles for the letter to be convenient for
filing and referring. Reference is not necessary for all the letters. And it is flush

with the left margin.
4. Inside Address ( & i)

The Inside Address is the receiver’s name and address, in which the receiver’s
name ( with courtesy title or special title ) or the name of an organization (if the let-
ter is addressed to an organization ) comes before the address. For address, the or-
der is from small ones to large ones. The Inside Address is flush with the left mar-

gin.
5. Attention Note (&7 A)

This item is used when a letter is addressed to an organization and the writer
wishes to direct it to a particular official or person who is in charge of the business.

The word “ Attention” is used to indicate this and it is flush with the left margin.
6. Salutation { FRFE)

Salutation is the complimentary greeting ( with which the writer begins his/her
letter). It is usually in two forms: If the letter is addressed to an organization,
“Dear Sirs” (BrE)or “Gentlemen” ( AmE)is used; if the letter is for a specific

person, one of the followings can be used; “Dear Sir”, “Dear Madam”, “Dear
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Mr...”, “Dear Madam...”, “Dear Professor ... ", “Dear President ...” etc.

Salutation is flush with the left margin.
7. Subject (F )

The Subject Heading suggests the main content of the letter. It can be either
long or short and its main function is to generalize the content of the letter. Most
letters in banking have Subject Headings and they are just above the body of the
letter, or typed in the center of the writing paper or flush with the left margin, and
they are underlined. e. g. :

a) Agency Relationship

b)Our New Test Key

8. Body (1E3C)

This is the part that really matters. It usually consists of three parts, i. e. the
opening paragraph, the purpose paragraph(s)and the closing paragraph. In the o-
pening paragraph, the writer can be grateful to a thing or receiving something. And
the writer can talk of something or inform of something. The main part of the letter
is the purpose paragraph(s). This part can be only one paragraph and also several
paragraphs. The closing paragraph is the end of the body of the letter. This para-
graph is usually only in one sentence, expressing wishes to get help or cooperation
or to look forward to an early reply. It can also express the idea of a request or a

promise or an apology.
9. Complimentary Close ( jg{%453RiE)

The Complimentary Close of letters in banking can be in either formal or infor-
mal way. Often it goes in keeping with salutation. If “Dear Sirs (Gentlemen)” is
used as salutation, the letter usually uses formal complimentary closes like:

Truly yours,
Yours truly,
Faithfully yours,
Yours faithfully,

Sincerely yours,
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Yours sincerely,

Occasionally, the words “We remain” can be put before the complimentary
close, which is old fashioned.
If “Dear Mr./Ms....” is used as salutation, the informal complimentary
close can be used such as;
Sincerely,
Cordially,
My best wishes,
The Complimentary Close is typed either flush with the left margin or the right

margin, depending on what typing style is used.
10. Signature and Designation (24 R 8L Z )

This part actually consists of two sub-parts — Signature and Designation. The
signature is the signed name or mark of the person who writes the letter or that of
the firm he /she represents. If the letter is a typed one, there is always a signature
in ink besides the typed signature. There are two ways for the name of the organi-
zation or for the position; One is “For + the name of the bank”. The other is that
if the letter is typed on a paper with letterhead, only position of the writer needs to
be typed, such as “Manager, /( Vice) President”. Letters printed in large quanti-
ties can be signed in plate making or can be signed in ink one by one after they are
printed. Facsimile signature can also be used. Signature should be aligned to com-
plimentary close.

Designation denotes the name of the bank sending the letter. The name of the
bank should be typed under the name of the writer. e.g. :

( For) Guangzhou Branch Bank of China.

11. Enclosure ( Mf{4)

Some letters may have one or more enclosures. Enclosures in the letter may
be in one of the following forms:
1) Enc. /Encl. for one enclosure; Encs./ Encls. for more than one enclo-

sures.
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2)Enc. /Encs. : As stated; As stated can be abbreviated into a/s, indicating
that the name/names of enclosure has/have been stated in the letter.
3) Number can be put before or after Encs. to show the number of the Encs. ,
for example 2 Encs. or Encs. (2).
4)The number and name can be written after Encs. e. g.
Encs:2 Insurance policies
2 Invoices
3 Photostatic copies of import license

Enclosures should be flush with the left margin.
12. Carbon Copy { CC, cc, Cc, c/c)Notation ( #3%)

If the writer distributes copy or copies of the letter to other readers, he/she
may indicate this in three ways:
1) “Copy to so-and-so” indicates one copy;
2) “Copies toso-and-so so-and-so” indicate more than one copies.
3)“ce(ce/c): so-and-so” indicates one copy;
“cc(ce/e) : so-and-so (and)so-and-so” then indicate more than one cop-
ies

This item should be flush with the left margin.
)l . Writing the Body of a Letter

The Body of Letter is the most important part of the whole letter. It is this part
that motivated the writer to write the letter. Therefore, great attention should be
paid to the writing of this part.

The Body of Letter usually contains three paragraphs/parts. They are: the O-
pening Paragraph, The Purpose Paragraph(s) and the Closing Paragraph.

1. The Opening Paragraph ( FF3LE)

This paragraph usually not long paragraph, sometimes contains just one sen-
tence. It usually cxpresses one of the following ideas:

1) receipt of sth. ;
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2) reference to sth. /sb. ;
3)advice of sth. /sb. ;
4)reply to sth. /sh.

2. The Purpose Paragraph(s)/Part ( ¥ §E)

The Purpose Paragraph/Part may contain just one paragraph( or even one sen-
tence) , but usually it includes two or more paragraphs, depending on the actual i-
deas the writer wishes to convey. It is the essence of the whole letter. All efforts
should be concentrated on the writing of this part. Bank letters, no matter long or
short, may aim at conveying one of the following main ideas:

1) Establishment of Correspondent Relationship;

2) Credit Inquiry;

3) Credit Information

4) Credit Line and Loan;

5) Bank Account Services and Inter-bank Account;

6) Settlement under Letters of Credit;

7) Bill for Collection;

8) Business Inquiry;

9) Letters of Application for Job;

10) Letters of Invitation;

11) Letters of Thanks.

All these types of letter will be demonstrated in the following different chapters.
3. The Closing Paragraph ( &35 Eg)

Just as its name implies, the Closifg Paragraph is the last paragraph of the
Body of Letter. This paragraph makes the body of letter complete, and gives the
reader a deep impression which he carries away after reading the letter. The Clos-
ing Paragraph usually contains just one sentence, and may express one of the fol-
lowing ideas:

1) Hope of assistance;
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2) Wish for reply;
3) Asking for attention to sth. ;
4) Promise of sth. ;

5) Expression of apology or regret.

In writing the Body of Letter, the following should also be borne in mind:

1) Correct wording,

2) Clear presentation,

3) Complete composition,

4) Concise writing style,

5) Courteous tone and,

6) Observing the principle of one letter dealing with one matter. Do not try to

place two or more problems in one body of letter.
lIl. Typing Styles of Letters in Banking Business

Typing styles mainly mean the placement of each part of a letter. The se-
quence and position of each part in modern letters are not rigidly fixed. For in-
stance, in some letters, the Letterhead is in the middle or right or left of the top of
the letter paper. In most letters, Subject Heading is between the Salutation and the
Body, but in some other letters, the Subject Heading is above the Salutation.
However, in most cases, the sequence and position of the letter in banking are rel-
atively fixed.

It is necessary for the beginners to follow the two basic forms of writing in or-
der to avoid making mistakes.

At present, letters in banking are usually typed in the following two ways:
full-block style and semi-block style.

1. Full-block Style is also called “Complete-Block Style”. It is a very modern
style, and nowadays is popularly used in bank letters. In this style, all the
parts of the letter are aligned with the left margin. Double line marks different
paragraphs. The following Sample Letter shows the format of this typing style:



