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Good learning of writing various parts of English business letters is very important. Only
after mastering the correct writing skill can you strengthen the good impression your
corporation gives to the outside world and increase its prestige. It is also beneficial to raise the
position and the trust of your corporation in the business circle.

Q Writing Strategy

B ERNEENNE:

1) Letterhead: A letterhead is the heading at the top of a sheet of letter paper. It usually
consists of a name and an address, and a logo or corporate design, and sometimes a
background. Letterhead may also refer to a piece of letter paper imprinted with such a
heading.

2) Date: including the accurate year, month and day

3) Inside address: The inside address should include the receiver’s name and title, company
name, street address, city, state (province), post-code, and country (if necessary). They are
typed at the upper left-hand margin of the sheet, starting two to three lines below the last
line of the letterhead.

4) Salutation: Salutation is placed two lines below the inside address. The salutation is
“Gentlemen” if the letter is addressed to an organization. In business correspondence, the
most commonly used salutation forms are:

Dear Sirs, (British Style)
Gentlemen: (American Style)
Dear Sir,

Dear Madam:

Dear Mr. Brown:

Whether married or unmarried, a woman is always addressed as “Dear Madam”, never as
“Dear Miss”. The Americans prefer to use “Gentlemen” while the British use “Dear Sirs.”
Even when the firm’s name is the name of a single individual, the salutation of plural form is
preferred.

In writing to a firm consisting of both men and women, or even to a firm consisting of
women alone, the salutation of “Gentlemen” is preferably used.

The salutation of “Dear Sirs” is followed by a comma and “Gentlemen” is followed by a
colon.
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5) Body of the letter

This part is the most important one in business correspondence. The body of the letter
generally consists of four essential parts.
@® Opening(or Introduction)
The opening is actually the background of this letter. It indicates the referring letter, contract
or letter of credit to which response will be made.
@ Details
The details refer to the enquires, problems, requirements, etc. which will be put forth by the
letter. Some relative details will be illustrated in this part.
® Response (or Action)
In this part the expected response or possible decision will be expressed here.
@ Close
In this part a short close must be made politely. Attention must be paid to the keeping of
friendly relations between the letter writer and the letter receiver. Business development
should not be hindered by a discourteous letter close.
In writing the body of the letter you must always ask yourself about the purpose of writing this
letter. You must always consider the best ways of ‘accomplishing your hope and conveying
your ideas to your correspondent. Try your best to streamline your letter and use ‘short
sentences and short paragraphs for giving your correspondent a brief letter to read fast. Start a
new paragraph for each point you wish to stress and make your letter to be read easily and
clearly and as well inspire the action or response you desire.
6) Complimentary close: courtesy expressions used when ending the letter.

Complimentary close is used to provide the letter with a courteous ending. The correct
position for complimentary close is two lines below the body of the letter to the right side of
the page, in line with the date block at the top.

In business correspondence, “Yours truly” is the style used most frequently. Here are
some more styles which can be used: Yours sincerely, Sincerely yours, Yours faithfully, and
Faithfully yours.

If continuation sheets are needed, plain paper of the same quality as the letterhead must
be used and typed with a heading to show the following:

@ The number of the sheet (in the center of the page)
@ The name of your correspondent (on the left-hand side)
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® The date of the letter (on the right-hand side)
Example:

—P2—
China Textile I/E Corp. Nov. 1st, 2009

7) Signature: signature of the sender

The signature is the signed name of the person writing the letter. It is signed by hand in
black or blue ink. Since the hand-written signature is illegible, the name: of the signer should
be typed below the signature. The name should be written out in full, as initials may be
misleading or confusing. It is common to have the writer’s name typed several lines below the
complimentary close, leaving space between for the hand-written signature, followed by one’s
job title or position. '

If the writer writes the letter for his firm, not for himself, he should type the name of his
firm in capital letters below the complimentary close, followed by his signed name right below
it. :
8) Postscript :

When the letter writer forgets to mention or to emphasize something in his letter, he may
add his postscript two spaces below the CC notation. For example,

P.S. The catalogue will be airmailed to you under separate cover.:
However, the adding of a “P.S.” will show that the writer’s letter is lack of good planning

and well consideration, so the adding of a “P.S.” should be avoided as far as possible.

HERERE

BEEREL EF=ME.

1) Block Style (F3k30)
B TRE4MME K (letterhead) EENH|IT AR FRGBHRNF RN, HASEHMHET
15 4K H) o

2) Semi-block Style (JB& =)
N #r“Modified Block Style with Indented Paragraphs”.
BERIEHY (date) FIZBE (references) WAL ERFEEAEAA, LA ERRAK
R TAERI#AT; 4515 (complimentary closing)« 25 44 (signature) 3T E[l f¥]) % F (typed
name) [FIfE4RMMEL (letterhead) —#2/H[E], H KM BAERKLN .
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3) Intended Style (4&1T0)
AT AT LLUEFE U EREEE — MR, RHEIEX (main body) #B5H#EkAb ) A48
AN ’
LR AX=FMEREN:

a. 7k

Letterhead
Date
Inside Address

Salutation
Main Body

Complimentary Close

Signature
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Letterhead

Inside Address

Salutation
Main Body

Date

Complimentary Close

signature
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Example:
Jill & Johnson Co. Ltd.
28 Linkin Street, Toronto, Canda
TeI: ok 3 ok 3 ok %k E_mail: ok 3 3k % ok Xk
Fax: ***%** Post Code: ******
27 July, 2009
Mr_ % %k

General Manager

Jiangsu Textile Imp.& Exp. Corp.
Renming Street, Gulou District
Nanjing, China

Dear Sirs,

Re: Expediting the Delivery of the Goods
With reference to our 2 000 dozen silk dresses under our Sales Confirmation No. K963, we
think it is our duty to remind you that the date of delivery is approaching, but we still
haven’t received your Shipping Advice. Since our L/C has already been opened for one
month, please expedite the delivery of the goods to meet the urgent needs of our customers.

In addition, we would like to inform you that any delay in delivery of our goods will effect
the prospective business relationship between us.

Looking forward to your prompt reply.

Yours sincerely,

Jill & Johnson Co. Ltd.
Signature (hand-signed)

Jill Smith (typed Our Branch)




c. #EiTK
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Inside Address

Salutation
MainBody

Letterhead

Date

Complimentary Close
Signature
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keep your reader in mind. There is an old saying, “Put yourself into the reader’s shoes.” It
means that you must always show your consideration for your corgespohdents.
2. Courtesy

When writing to your correspondents, it is necessary for you not only to be polite, but
also to be sincere, tactful, thoughtful and appreciative. It is also a kind of courtesy for the
tradesmen to answer the letters and the enquiries promptly. Any delay in dealing with the
matters is discourteous.

3. Clarity ]

The writer should express his aims, ideas and requirements clearly not only by distinct
and understandable wordings, but also by correct phrases, tenses, voices. and sentence
structures in order not to be misunderstood or misinterpreted. Writing letters to and fro for
enquiring about the same thing will enable you to miss business opportunities.

4. Conciseness

A letter written with wordiness or redundancy will not be welcomed in the business circle.
The business field is just like a battle field. The aim of doing business is to gain profits from
fighting a quick battle to force a quick decision in winning over the business opportunities. In
writing letters, the sentences you use must be brief and to the point.

5. Concreteness

The enquiries of others about something and your answers to the others’ letters must be
made with reality and concreteness. Any ambiguous and vague words must not be used and the
information must be supplied with definiteness and concreteness.

6. Completeness

The business letters must consist of complete and intact information. The incomplete
information will fail to enable the tradesmen to seize the business opportunities of doing
mutually beneficial trades.

7. Correctness

In spite of holding some important and beneficial information in hand, lacking correct
skills and certain level to express it in writing will make you enable to achieve your aim of
conveying the business opportunities to others. Therefore, studying well the English grammar
and syntax is very important for your achieving this goal. Whenever you are writing letters,
faxing or e-mailing, you must check the typings of figures, types, specifications, etc. again and
again before sending them out in order not to make any mistakes which will bring injuries to
your business.
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Writing Practice

Discuss the following questions.

1. How many major parts does a business letter consist of?

2. What are the functions of a business letter?

3. Name some different styles of business letter. What are the differences among them?

4. Talking about business letter, we often hear the 7Cs principles. What are they? And how do
you understand these principles?

5. What must be considered first when we write a business letter?



