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The Components of the Business Letter
RS IERNANSED

1.1 The Structure and Layout of the Business Letter

1.1.1 The Main Parts of the Business Letter

A business letter is usually composed of six parts: the letterhead, the inside name and
address, the salutation, the body of the letter, the complimentary close and the signature (see
Figure 1.1) .

LETTERHEAD

INSIDE NAME AND ADDRESS

SALUTATION

BODY OF LETTER

COMPLIMENTARY CLOSE

SIGNATURE

Figure 1.1 The six parts of a business letter
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1. The Letterhead

As an indispensable part of most business letters, the letterhead tells the reader the name of a
firm and often what the firm makes or sells.
The letterhead contains the following:

the name of the sender;
the address of the sender;
the telephone number (fax number, e-mail address, etc.) of the firm;
the firm’s number at the commercial register;
the emblem or trade mark of the firm ( sometimes);
the names of the directors of the firm ( sometimes) ;
the addresses of the branches or offices of the firm;
the date.
All the samples given here are imprinted letterheads commonly used by companies over the
world on their stationery for the following advantages:

m (o give the customer a good impression;

W to save secretaries’ time;

m to have a consistent look.

The letterhead is usually centered at the top. Sometimes the name of the firm is printed in the
middle and other information is given on the left and right sides under the name.

If you are writing on a piece of plain blank paper without printed letterhead, you should type
the letterhead on the right corner of the paper with a double space over the date line. For example:

211 East 34" Street 318 Cactus Drive State Insurance Corporation
New York, New York 10061 Tucson, Arizona 85708 299 Hightower Boulevard

Princeton, NJ 10028
November 23, 2005 May 13, 2006
Feb. 29", 2006

The date, forming a part of the letterhead, is considered as a vital part of a business letter. It
must never be omitted because it plays a role of evidence of an arrangement or contract in case of
dispute in courts of law.

Because the date is the only part of the letterhead that the typist needs to supply, its
placement is always determined by the style of the letterhead. In most cases, the date is typed on
the right-hand side double spaced below the last line of the letterhead.

The date should always be typed in full and should not be abbreviated. It should be in one of
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the following forms:

— 3™ February, 2006

— February 3™, 2006

— February 3, 2006

Avoid using the following abbreviations because of the difference between American and
English styles.

— 5.4.2006 (can either mean “May 4™, 2006” or “April 5", 2006”)
— 2-6-2006
— 3/10/2006 or 7/9/2006

2. The Inside Name and Address

The inside name and address give the full name, the title and the address of the reader.

The inside name and address normally require three or four typewritten lines. Always make
sure that the names of the person and the company to whom the letter is written are spelled
properly. For example:

Mr. William Smith Thompson The Richard H. Verrill Corporation
Vice-president, Consumer Affairs 954 Pelham Avenue
The Successful Business, Inc. New York 10202, N.Y.

USA

The inside name and address are generally placed flush with the left margin at least four lines
below the date line and the style should be governed by the style of the letterhead. The logical
order of the address is as follows:

number, name of house
4

street (St)
4

road (Rd)
3

avenue ( Ave.)
4

garden ( Gdns)
4

Close
4

village or town
4
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county
4

city, State
J

ZIP (Zoning Improvement Program) or postcode
4

country

The name of the country should not be omitted when the letter is written to someone in
another country.

When you know the name of the person you are writing to, you should use it with his or her
title instead of “the Manager”. The ways in which titles are written are as follows:

— Ordinary men and women

Mr. Babara Evans
Mrs. June Smith
Miss Nana Wang
Ms. Serena Liu

— Men with titles or degrees

Sir John Smith (Not Sir J. Smith or Sir Smith)
Dr. B. Brian or Dr. Bruce Brian

Professor Martin Hastings

(Other titles are Colonel, Reverend, etc.)

— Two or more men
Messrs." Macdonald & Evans
— unmarried women

Miss Elizabeth Wimpole
Miss E. Wimpole
Miss Judith Chen

— Married women

Mrs. Susannah Smith
Mrs. Nana Chou

— Women whose marital status is unknown
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Ms. Merry Lawrence
Ms. D. Keyworth
Omission of the title

* Note: “Messrs.” is used only for partnerships whose firm name includes a personal

element. It is not used:

@ for partnerships
— when there is no personal element in the name (e. g. Utility Furniture Co. );
— when the name already carries a courtesy title (e. g. Sir William Dobson & Sons) ;
— when the word “the” forms part of the company’s name (e. g. The Garrison Electrical

Co.);

@ for the limited companies and other corporate bodies, which should always be addressed
through an official (e. g. The Secretary, H. Slater & Co. Ltd.; The Treasurer, City of
Manchester) .

When the letter is written to someone in his official capacity, the position can be typed after
the name with a comma being inserted between the name and the position. For example:

— Mr. Bruce L. Zhang, the manager
— Miss Louis Laura, the secretary

When the name of the reader holding a position is unknown, the following forms will be
helpful.

— The Managing Director
— The Sales Manager

— The Manager

— The Secretary

3. The Salutation

The greeting of every business letter is the salutation.

The salutation is placed three typing spaces below the last line of the inside address and typed
flush with the left margin.

The salutation must agree with the inside address. The most common form is “Dear Sir”
which applies either when the reader’s name is known or unknown to you. The warmer and
friendlier greeting “Dear Mr. ...” can also be used. When writing to individuals, always use
their names if you know them. For example:

— Dear Andy
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— Dear Mrs. Gibbs
— Dear Dr. Breedlove
— Dear Miss Diaz

— Dear Ms. Williams

When two or more persons and all personal companies are addressed, “Dear Sirs” or
“Gentlemen” or “Ladies and Gentlemen” can be used with a comma following the former and a
colon after the latter. For example:

Windsor Knitting Mills Inc.
295 Magnolia Avenue
Spartanburg, South Carolina 29301

Dear Sirs,

If a lady or some ladies are addressed, “Dear Madam” or “Dear Mesdames” can be used.
Note that Madam should never be used with a woman’s name; but Mr., Ms., Mrs. or Miss must
always be followed by a name. Avoid using “Sirs” alone and “Gentlemen” in singular form.
Never write “Dear Miss” or “Dear Mrs. ”. For example:

— Dear Madam Liu (incorrect)
— Dear Madam Gibbs (incorrect)
— Dear Miss Johnson ( correct)
— Dear Mrs. Graph (correct)

4. The Body of the Letter

The body of the letter is the most important part of any business letter and contains the
essential information.

The body of the letter customarily consists of three paragraphs.

(1) The first paragraph acts as an introduction or an acknowledgement of the previous
correspondence if any.
(2) The middle part usually discusses matters or gives information.

(3) The last paragraph expresses a hope or refers to the future action either by the writer or
the reader.
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¢ Sample Letter 1-1

Austin & Nyagah

Kihnyaga House
i 44 Kisumu Street
| Nairobi

26" May, 2006

Mr. S. Johnson
Marketing Manager
Phillips & Henderson Ltd.
Lincoln House
146/152 Dean Street
| Westbury-on-Thames
. England

Dear Sir,

We thank you for your letter of 15" May, in which you offered us the Kenya agency for
your office furniture. (An acknowledgement of the previous correspondence)
We should be pleased to represent you here, and have pleasure in enclosing a short |
account of our activities, together with the names of three companies with whom we have had
dealings for a number of years. ( Discussion of matters)
z We look forward to receiving the draft agreement setting out the terms and conditions of
the above agency. (Hope)

Yours faithfully,

Rolf Austin

S. The Complimentary Close ( The Closing)

Just as the salutation starts a letter in a friendly way, the complimentary close ends the letter
in a polite way, consequently making a good impression on the reader.

The complimentary close is always placed a double space below the body of the letter,
preferably aligning with the date line or conforming to the style of the letter used.
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The complimentary close must match the salutation; namely, it should be carefully chosen to
agree in tone and manner with the salutation.

Most English letters end simply with “Yours faithfully” when the reader is addressed without
his or her name as “Dear Sirs” or “Dear Madam” or “Gentlemen”. If the letter begins with the
name of the reader as “Dear Mr. Smith” or “Ms. Huang”, the complimentary close should be
“Yours sincerely” or “Sincerely yours”; “Yours cordially” or “Cordially yours” is often used,
too. Americans use “Yours truly” or “Very truly yours” in the place of “Yours faithfully”. For

example:
Person Addressed Salutation Close
Mr. T. Smith Dear Mr. Smith Yours sincerely
Dr. A. Smith Dear Dr. Smith Yours sincerely
The Manager Dear Sir Yours faithfully
The Secretary Dear Madam Yours faithfully
Ms. Smith, Secretary Dear Ms. Smith Yours sincerely
Messrs. Smith and Jones Gentlemen or Yours faithfully
Dear Sirs
Avoid ending letters with present participles as “Thanking you for . . . ”, “Hoping for ...” or
phrases as “Iam ...” ,“We are ...” or “ We remain . ..” , which are quite out of date.

But you may use a warmer complimentary close when your relationship with your reader has

warmed to the point of deserving warmer words. For example:

— Regards.

— Best regards.
— With wishes.
— All best wishes.
— Cordially.

— All the best.

— All my best.

6. The Signature

Every business letter must be signed by its writer, thus telling its reader who writes the letter.

The writer’s handwritten signature begins customarily a double space below the
complimentary close with the typewritten name underneath. Four spaces are allowed for the
handwritten name of the writer. For example:



