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and layout of it. And secondly, yowshouid He general seven C’s
principles of writing a good business English letter.
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j 1.1 Basic Knowledge

Elements and Format of Business English Letters

Even though there are some kinds of business letter-writing ways nowadays, most business
persons would like to use more standardized ways to communicate in their business. So generally
speaking, the following elements should be involved in their formal business letters.

REVLEGEETEMBFERNBELE, BERBBHBAMNERERZEERBIR
W ERMATEFWE. L, — Rk, BAHEAWHFERNLEUTER,
Letterhead  (f&3k)
Reference  (%H5)
Date (HH#)
Inside Address  (fgP9suiik)
Attention Line  (EFEM, £HALR)
Courtesy Title and Salutation  ( EFRFFRIE)
Subject Line (#5788, )
Body of a Letter  ({Ef1E3C)
Complimentary Close ({EREEIE)
Signature (%&42)
Some elements are also mentioned in other books, such as IEC Block (initials, enclosures
and carbon copies) , Postscript, etc. It depends on your own purpose and option. But the above
ten elements should be presented in your business letters.

E—EHPRERIMET L. WiF. 5%5RE (IEC Block) RH (Postscript)
WA, X—YIBERTRIY B MR, HERTABFERFERTOARD,
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D 1. 2 Different Parts in Letter

1. Letterhead {&sL

We also call it head of the letters. Usually it has been printed already. A letterhead
always contains the company’s name, address, telephone number, fax number, internet
address, e-mail address, etc. At present time, most of the big business companies use
letterhead stationery for their letter communication. They use trademarks or brief quotations
effectively. Sometimes a logo can be found in the letterhead, too. Therefore we would like to
say that the letterhead is a very important element in business letter, and it is usnally placed on
the topmost part of the paper.

fEk R NEERL, FEAS—BRHOFN, EHFFALFALK. ik, BES
B, FESE, ERRMMIEME FERSHR. ERSHOEFEETILFE-FROELA
AMAFAELNEERER, HRSMEATRSEENHE, EEANRRELTES
HEAR MR BHit, RITEGELERFEGHPEFEENER, BRFELITERNR
t¥o

2. Reference %HES

It would be very difficult to find out the letter you want among piles of them in our daily
routine work in a big company without definite filing. Therefore, it is necessary to classify all
letters according to the subject, company, or even time sequences. The useful functions of
reference are; first, it helps us to send them to the right person or department on time ; second, it
can provide our replies good links with earlier correspondences; third, it ensures us to find the
needed one quickly. Up to now, there isn’t any fixed or standard form for reference lines. You
can use any kind of form or way that you think the most effective one.

MRBAEHYMERTE, BEE-DKAE BE LEERMILAGEHSFRARARE
MEHEERKET . Bit, ALERBEXHHAR. ARIKER., HEERNEAETAN
BHMLISEE, REWAEBERE 34 (1) ERBTRITHEH XE AR ERKA IR
Fh; 2) BHEBTRIVGE RS REBEMEFRAER; (3) ERTRISRERAIR
AR EAER. ETNLE, REREEENSIRENBER, KT LERERRA IR R
AR ITEE TR

There are three ways for making reference.

%5 BT A 3 B

4



The Structure and Layout of Business Letters Chapter 1

(1) EESEHLVER BT LINTERE.
Your ref. (IR FHRS)
Our ref. (B HFHE)

(2) TEWRENE 3T LRS-

Dear Sir,
Your Reference: A1002
(3) EfEME—BRK:

Dear Sir,
Thank you for your letter of October 2, Reference Number A1002.

3.Date HH

Date line is a vital element in business letters. Generally speaking, the date has very special
relevance in any kind of business deals. It is the date that decides whether a contract is to come
into force, an order is filled, a bill is paid, or a guarantee claim is met, etc. So please remember
the date can be never omitted or wrongly written in business letters. The standard form of date in
a business letter should be written in the way like this: September 17, 2011. All other number
forms or abbreviations of months are not recommended. Another thing should be paid attention to
is that the date written in a Chinese letter is just not the same as in an English letter. In the former
one the date is placed at the end of the letter, but in the latter one the date should be placed just
before the inside address.

HIRBFERTEXEEN 5. —BIDE, ZESHESRE T H A EEE K
KXFR, BEPIREE—TERIEEER. ITRERCHIT. KBEEFOfERK. REBHES
B3, %, B, iR ERPEABERREESE Y, B EEPRER BN
B HY:MZE “September 17, 20117, &FARFRABHAA CHEERANBE FEHA
#E, F—ANZRERNEUEMREERMNHSNEEEEAANEN, AREFHHERE
RMERA, M7EEE S B HNBER AL RTE,

4. Inside Address {5kt

The inside address usually refers to the information about the receiver’s. It includes all of the
following information ; the receiver’s name and his title, or the company’s name, street address,
city, state or province, ZIP code and the country. Even all of these have appeared on the
envelope already, we still need to write it again inside the letter for filing. The information is
usually placed on the top of the left below the date.

fFAALEE I RA RBEANGER. BEERGEARES ., BA. AR KATR
g, PARIRTT . MEAE, HBERSMERMAR. REERHIENE XEREER

5
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# B, EAETESRIMNEEENES —E, SR E —REL HARFH
BT .
A
(1) WS ABIRER FFREF (HRAL) 5
(2) ~EIZEK;
(3) Bl
(4) IS,
(5) #5448,
(6) T&BIMEZ;
(7) B2EM 2 LKA BRI ;
(8) B4,
Bl .
Dr. Francis X. Jordan, President
Bachman Inc.
Baker Hall 152
Pittsburgh, PA 15213
U.S.A.

5. Attention Line &IR

Usually, when the receiver’s name was not mentioned in the inside address, you should use
the attention line to mention the individual’s names to show the letter is really addressed to. The
word “attention” can be typed in capital way or underlined.

— R, BEEREANLFRAELBEGH I PHEE, RN LSEAER
WkERBEREANZT, UIrAGREESAHEN. EELNMELKSTARET
H,

6. Courtesy Title and Salutation EEFRFNFRFE

(1) The general rule of using courtesy title are as follows.

& SRR — AL AN T
@ Mr.(%4), ATREEHNERKETZA. Fln:

Mr. John P. Storm; Mr. Storm

@ Esq. = Esquire (%c4), EREbtBEATFELHERZE, AESTH,
HEE, E-REATHRITRN, SEMTEKE, AXE, EEATHRE
HrEHRMB L. Fim.

John P. Storm, Esq.
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@ Mrs. (RA), AFEIBEAZ. Hn:
Mrs. Storm

@ Ms.(%t), ATEBEREER, BEEARER. Bln:
Ms. Loretta Vasquez; Ms. Vasquez
© Miss (/MH), ATREEL, Fian:

Miss Storm

© Messrs. (FE41]) B Messieurs AT, SAERNER, ATAREETH
AR D AERARKER. Sl

Messrs. Storm & Co.
@ Mmes. (L 1A1) & Mesdames MAEE, T+HMER, ATLLRIIWAH,

AR,
(2) The general rules of using salutation are as follows.
o PRI 7 ¥ A Q0T JUR,
© HGHFRER “Dear” JSERWENRERRFLER, Hilin.
Dear Mr. Henry

Dear Mrs. Henry
Dear Miss Henry
Dear Professor Henry

@ XRABHWSEAN, ELTFRIER “Dear”, filiN.

Dear Maria
@ BINAMEBEWREANES, ER—BEFRE, 60,

Dear Sir

Dear Madam

Dear Clients Coordinator
Dear Purchasing Officer

@ BBR—FEN, HERATIIR—FFRFETR, FlM0:

Ladies and Gentlemen

Gentlemen (A FEiE N Dear Sirs)
Ladies

Dear Members of the Restoration Committee

® BEBA RGP HE EERE, TRUR TR, #.
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Dear Homeowner

Dear Customer

On very formal occasion, you can use “Dear Sir”, “Dear Madam” and “Dear Sirs” or
“Gentlemen”. If you know the receiver’s name, you must write out the name of the receiver. If

you are not sure about it, it is available option to use courtesy title. You can use either a colon or
a comma if you want.

ERHIERX M E, “Dear Sir” | “Dear Madam” H1 “Dear Sirs” B{ “Gentlemen” #§
LR, BRERAERGANES, BNXERRES, WREREBRIEANE
#, MAERFPFHAREROUEBRFNESE., ERFZERATFHAE S e
o

7. Subject Line R

A subject line involves the reason, relative reference or brief subject. It can be put under or
above the salutation. If it is necessary, it can be underlined or typed in capital. There are different
ways to write out the subject of a letter.

EEFEEEEES ., YRR BRSO EREN M, wEERTETRIEZT,
WA BETHRIFZ B, IRABE, FHFEATMERRHABEFZRTE, HRERETH N T AR
FEHFX:

Subject: Project A-1004

Re: Price Quotation for “Hero” Typewriter

Your Order No. 40336

SUBJECT : ACCOUNT NO. 5047

8. Body of the Letter {SHRIEL

It is the most important element of a letter. It gives out the real information the writer wants
to. Although you may find there are only a few words in a letter sometimes, you still have to
follow the three-paragraph format. The opening paragraph is the subject introduction of the letter.
The middle paragraph is the discussion of the deal in details. The last paragraph is the ending of
the letter in the way of summation, suggestion or further request. The length arrangements of
different paragraphs will rely on the deal itself. In order to write out a good business English
letter, you should follow the seven C’s principles.

fFRIEXRETREEMNES. EREREENER. REAN —HENEZTYHE, A
REEHB=BRMHERX. B—BE—RIATE, E_BHFATE, FZBRUESE. B
H—BHERRGEREE ., BENREZHNKZSARTE. ATEHFNRFEEESR
N EAE 7C BN,

8
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9. Complimentary Closing EREEIE

The complimentary close is the formal ending way in politeness. The standard forms of it are
“Sincerely” , “Sincerely yours” , “Yours sincerely”, “Yours truly”, “Truely yours”, “Yours
very truely”, “Very truely yours” , “Yours faithfully”.

FREEERE ML, BEXAZRGEENITR, HHEEXA: Sincerely, Sincerely
yours, Yours sincerely, Yours truly, Truly yours, Yours very truly, Very truly yours, Yours
faithfully %,

10. Signature &&

Signature is usually given three blank lines below the complimentary close. The typewritten
identification tells legibly who wrote the letter. And the handwriting gives not only the legal
implications, but also a personal communication.

BEZAEAGREEEFESITMAMNE, THRNSZEARTUEREMBEREEESH
. 2TFENEZT, BT HAESHEARSE A, BTRLRRIAMERZZ R
11. Enclosure M4

If there is not only the letter paper in the envelop, some other documents are still in the same
letter, you can use the following way to indicate them.

BRAMEE A BRIGARSL, MM A SO, FTRLIT 77 XU BB %A -

Enclosure; Encl.; Enclosure (1)} ; Enc.-1

Enclosure (2) ; Enc. -2; Encl.; Two

If you have mentioned the enclosure already in the body of the letter, you can use a/s.

EERIECFEREMAE, WA a/s (As stated) (AMERTR), Fl0:
Encl. a/s
12. Postscript Mi%

Usually it is used in the short form to give out another brief idea below the enclosure.
However, you should avoid using it, you’d better think over the content of your letter within one

time.

WHSE P.S. RRg H—BR AW REE, MWERERTZT. Ad, KREFFH
PRRIEE, —KE, TARKME, fil:
LSY/aw
Enc. Two
P. S. I'm expecting your visit next Friday evening.
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[j 1.3 Format of Letter

Because there are many practices of using different forms of letters, you’d better
remember that until 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. There are three basic
formats of letter. They are semi-block format or style with indented paragraphs, full-block
style and indented style.

HALBRTPEAE SR AERNESR, REFCH Y4 R 5 30 R A k3
BE - A —IEF, X MR, MR MRENHE. BFFEEERE =/ FN%K
A FFER (BHRER) . FLEAMETR,

Semi-block format with indented paragraphs ( 7 LkXFHBER)

March 12, 2012

Mr. Henry Wood, Manager
Vancouver Trading Corp.
273 Madison Street
Vancouver, Canada

Dear Mr. Wood,

10
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gk

Sincerely,
ABB COMPANY

Martin Smith, Manager

Full-block style (25 3k3z¢)

April 17, 2012

B. T. Smith & Co.
926 St. Louis Street
Los Angeles, CA 90015

ATTENTION: MS SHERRY ZHANG
Ladies and Gentlemen:
Subject: Sports T-Shirts

11
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R

Sincerely yours,

A. H. Jones
Sales Manager
AHIJ: tp
Encl; 2

Indented style { Z§1T3%)

Our Ref: AB65077
Your Ref. YLH-315

International Investment Ltd.
77 Lewis. St.
Springvale Vic.
AUSTRALIA 2841

Dear Madam ;

December 10, 2012

12
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gx

=N
=

=

=

Truly yours,

James Smith
Purchasing Director
JS/eh
Encl. a/s
CC.: Ms Mary Chen
P. S. Our special discount is 5% for your initial order.

‘_, /few Words and Cxpressions

. knowledge n. what a person knows; the facts, information, skills, and understanding that
one has gained, esp. through learning or experience HIiR, 2#[A], 2R

2. business n. the activity of buying and selling goods and services Rk, 3L

. principle n. a truth or belief that is accepted as a base for reasoning or action JHM, JF¥

13



