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Unit 1

Business Letters Writing
BEEESE

Brief Introduction

The business letter is the principal means used by a business firm to
keep in touch with its customers, often enough it is the only one in that the
customers form their impression of the firm from the tone and quality of the
letters it sends out. Generally, the function of a business letter may be said;
(1) to convey a message; (2) to make or accept an offer; (3) to deal with

matters concerning negotiation of business, etc.

Parts of a business letter

zz4 i 25 AL

A typical business letter consists of seven principal parts: (1) the letterhead, (2)
the date line, (3) the inside name and address, (4) the salutation, (5) the body of
the letter, (6) the complimentary close, and (7) the writer’s signature and official
position.

However, for one reason or another, you may need more parts to be included in a
business letter, e. g. send the letter to a specific person without your knowing the name
of that person. Any one or all the parts listed below can be added to the letter: the
return address; the reference line; the attention line; the subject line; the typist’s
initials; the enclosure notation; the postscript.

The following letter is designed to illustrate the position of each possible part

mentioned above :

-
.



Return address
(Printed) letterhead

Reference and

date line

Inside name and

address

. Attention line

Salutation

Subject line

Body of the letter

Your ref: CD56088 Our ref: YLH-326
March 21, 2002

China Fine Furniture Import & Export Corp.
82 Dong’anmen Street

Dongcheng Dist. , 100009

Beijing, China

Attention: Purchasing Manager

Dear Sir or Madam,

Subject: Hard wood for fine furniture

I would like to take this opportunity to

introduce ourselves. We are the first FSC certified

" |- forest management project in Amazonas, Brazil. We

currently harvest over 40 different species.

Our products include sawmill timber, decking,
turnings, components, garden furniture, pilings,
“shorts” and other added value products. Basically

“we are very open to ideas from our clients.

All our wood and products are 100% FSC
certified. Please feel free to contact us with any

questions or comments. Thank you for your time.




h. Complimentary Regards,

close Pepper Stebbins

i. Signature Pepper Stebbins
Marketing Manager

Precious Woods Amazon

j. Typist’s initials
k. Enclosure notation

1. Copy notation

m. Postscript

a. Letterhead({5:3k)

The letterhead expresses a firm's personality. It is the heading at the top of a

letter. It usually consists of the name, address, telephone number and fax number of a
company. Usually the letterhead is printed in the up-center or at the left margin of a
letter. In addition, the printed letterhead may also include other items such as the

company logo, website, e-mail address, etc.

b. Reference and date line( %S HHH)

The reference may include a file name, departmental code or the initials of the
signer followed by that of the typist of the letter. Many letterheads provide spaces for
references.

e.g. Your ref: (RTHT)

Our ref: (FIT%H'T)

If desired, the reference initials can also be placed at the lower left margin two
lines below the name of signer.

The date line differs from country to country. The common ones are M/D/Y
(typical American) , D/M/Y (typical British) . The date should always be typed in full
and not abbreviated. For the day, either cardinal numbers (1,2, 3, 4, ete. ) or
ordinal numbers (1st, 2nd, 3rd, 4th, etc. ) can be used. The month written in letters
is preferred because figures may create confusion. e. g. 10/3/2006. This form in
Britain could be taken as March 10, 2006, but in American and some other countries it
would mean October 3, 2006. The forms of dates are as follows :

15 March, 2006 March 15, 2006

3
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c. Inside name and address({E KA & FrFnibit)

The inside name and address is the receiver’s address, identical to the delivery
address on the envelope. It is typed at the left-hand margin about two to four spaces
below the date.

English addresses may have the following parts ( Not all addresses have all the
parts ) :

(a) name of house

(b) number of house and name of street

(¢) name of city or town

(d) county or state and iis posi-code

(e) name of country

The courtesy titles, Mr. , Mrs. , and Ms. etc. are commonly used to address one
person. Mr. for a man, Mrs. , Miss, or Ms. for a woman.

e.g. Mr. John P. Storm

Ms. Loretta Vasquez

If there is any official position of that person, his or her official position should
follow after the name.

e.g. Mr. Roland Jenks, Manager

Mr. Mike Chen, President

Messrs. ( abbreviation of the French “ Messieurs”) is also a common
courtesy title, only used for companies or firms, the names of which include a personal
element, like in Messrs. J. Harvey & Co. It is not used when the name already carries

a courtesy title, like Sir James Murphy & Co.
d. Attention Line( FEDI)

Attention line is used when you want your letter attended by or directed to a
specific person or department of a firm. It is generally typed following the inside
address, above the salutation. The phrase “For the attention of” or simply “ Attention”
is often used.

e.g. Attention: Mr. Care

Attention ; Purchasing Manager

e. Salutation ( FxIE)

The salutation is the complimentary greeting to the receiver. It usually includes a
personal or professional title and the name of the receiver. Its form depends on the

writer’s relationship with the receiver and the formality level of the letter. When

4
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addressing one person, the customary formal greeting in a business letter is “Dear Sir”

s

or “Dear Madam” ; when addressing two or more people, “Gentlemen” is used. While
“Dear Madam or Sir” is used when the writer is not sure whether the letter will be read
by a man or a woman.

Salutation line is usually typed below the inside address and the attention line, and
followed by a comma for “Dear Sir”, “Dear Sirs”, “Dear Madam or Sir” , and a colon

for “Gentlemen” .

f. Subject line( EFM1THER)

Subject line is actually the general idea of a letter, and it involves the reason,
relative reference or brief subject. It can be put under or above the salutation. Below
are some samples of the subject line:

Subject; Order No 3456

Re: Basswood Plywood

Cosmetics

LATE DELIVERY UNDER CONTRACT CT1096
g. Body of the letter( {5 &R IESL)

This is the most important part of any business letter. It is typed two lines below
the salutation. Although sometimes the writer may find there are only a few words in a
letter, he or she will still follow the three-paragraph format. The opening paragraph is
the subject introduction to the letter. The middle paragraph is the discussion of business
in details. The last paragraph is the ending of the letter in the way of summary,
suggestion or further request. The length arrangements of different paragraphs will
depend on the business itself. Since the main purpose of the letter is to convey a
message, the letter should be written in language that is easily understood. In order to
write out a good business English letter, it is advisable to keep the following tips in
mind ;

(a) Write simply, clearly, courteously, grammatically, and to the point;

(b) Paragraph correctly, confining each paragraph to one topic;

(¢) See that your typing is accurate and the display artistic.

h. Complimentary close( {E B &EIE)

Complimentary close, like the salutation, is just a polite way of closing a letter and
doesn’t mean anything to the message. It is typed two lines below the final line of the
body of the letter. Like the salutation, the complimentary close has some variations in

style: formal, semiformal and informal. And this style shall match that of the

9
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salutation. Some samples of the complimentary close are as below ;

Formal—

Yours faithfully/Yours very truly/Faithfully yours

Semiformal—

Sincerely yours/Cordially yours/Very cordially yours

Informal—

Sincerely/Cordially/ ( Best) regards/Take care/Thanks/Love

In addition, we should note that only the first letter of the complimentary close
should be capitalized, and it should be followed by a comma after the complimentary

close; and we should use “yours” instead of “you”.

i. Signature(Z %)

The signature is the signed name or mark of the person writing the letter or that of
the firm he or she represents. It consists of a handwritten signature ( by hand and in
ink , usually illegible) , the typed-out name (so that you know who signs it), and a

title. It is generally placed two lines immediately below the complimentary close.

j. Typist's initials ($T5 R & T )
The typist’s initials are the initials of the writer and the typist. Many businesses
prefer to drop the typist’s initials. The initials usually are in capital letters. The two sets

are separated by a colon or a slant.

k. Enclosure( Bt 4 )

If something else is sent together with the letter, add the word Enclosure or Encl.
(an abbreviation of enclosure) to inform the reader what is enclosed. It is usually typed
after the typist’s initials, at the bottom, left-hand, two or three lines below the signature
line.
e. g. Enclosure: Sales Contract
Encl. ; B/Lading
Photo
Certificate
Nowadays many business letters are sent by fax, attached to the fax message
usually some documents are sent. In this case, the word “ Attachment” should be used

to replace Enclosure.

|. Copy notation( 3% )

When copies of the letter are sent to others, type c. c. or CC (abbreviation of

carbon copy) two lines below the signature or immediately below the enclosure.

6



e.g. CC China National Arts & Crafts Import and Export Corp.

c.c. Mr. Jackson
m. Postscript( i)

The postscript (often abbreviated into PS) is used to add another brief idea below
the enclosure, in which the writer wishes to add something he forgot to mention or for
emphasis.

e.g. PS: I'm expecting your visit next Monday evening.

PS: The shipment will be delivered to you tomorrow.
However, the writer should avoid using PS since it is usually a sign of poor

planning, he or she’d better think over the content of the letter within one time.

Form of a business letter

Ve R s R

Up to now, there is not a specific format or layout of today’s business English letter
which is better than the other, or this is right and that is wrong. Generally speaking,
there are three basic forms of letter. They are indented form, full-block form and semi-

block form with indented paragraphs.

I . Indented form( £475%)

THE EASTERN SEABOARD CORPORATION
350 Park Avenue, New York, 10017, USA

Telephone No. 225-2788 Telex Call No. 225-2780

Fax No. RCA 543 E-mail. ESCo. @ CA. com
Our Ref. AB65077
Your Ref: YLH-315

April 20, 2005

Kanto Mercantile Corporation
2-1 Nihonbashi
Tokyo 301
Japan




Attn: Mr. Smith
Gentlemen,

Bicycles

Enclosed is a new price-list of U. S. Products, Inc. , indicafing a full range
of their products.

We can quote on all of these items. If you are interested in receiving CIF
quotations on any of these items, please let us know and we shail be glad to
send them {o you.

We await good news from you.
Sincerely yours,

James Barrington
Vice President
JS/eh
Encl. Price-list
CC  Mr. William
PS. Our special discount is 5% for your initial order.

In the indented form, each second line of the inside name and address and any
other places that need to be separated into another line are indented two to three more
spaces than their preceding line; in the body of the letter, the beginning line of each
paragraph should be indented several spaces ( which often matches the last letter of

salutation) .

. Full-block form( £ %xX)

THE EASTERN SEABOARD CORPORATION

350 Park Avenue, New York, 10017, USA
Telephone No. 225-2788 Telex Call No. 225-2780
Fax No. RCA 543 E-mail; ESCo. @ CA. com

April 20, 2005

_8
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Kanto Mercantile Corporation
2-1 Nihonbashi

Tokyo 301

Japan

Attn. Mr. Smith
Gentlemen,

Bicycles

Enclosed is a new price-list of U. S. Products, Inc. indicating a full range of their
products.

We can quote on all of these items. If you are interested in receiving CIF
quotations on any of these items, please let us know and we shall be glad to
send them to you.

We await good news from you.
Sincerely yours,

James Barrington
Vice President

AHJ. TP

Encl. Price-list

CC Mr. William

PS. Our special discount is 5% for your initial order.

This form is very modern. In the block form, all typing lines, including those for
the date, the inside name and address, the salutation, the subject heading and the

complimentary close, begin at the left-hand.
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