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Chapter 1 Layout and Styles of Business Letters I

Chapter 1 Layout and Styles of Business
Letters

Business correspondence serves as an important factor in making the world of
business run smoothly and efficiently. The correspondence may take many forms.
The business letter is the most common form and it is the most frequently used bus-
iness communication. To make it effective and produétive as possible, one must

know and foliow the conventional, established forms for it.

1. 1 The Placement of Different Parts in a Business Let-
ter

Basically, a business letter is made up of 7 parts ;

(1) The heading, which includes the sender’s name and postal address.
Most companies may use writing paper with printed letterheads, together with their
logos and contacts such as telephone number, fax number, telex number, e-mail
address and web site.

(2) Date. The date is an independent element, although sometimes it is re-
garded as a part of the letterhead. It is usually added several lines below the bot-
tom of the heading. The date is vital because it functions as the evidence of an a-
greement or contract in case of any disputes. It is written in the order of day/
month/year, with no abbreviation, such as 10 September, 2008, in the British
style or in the order of month/day/year, such as September 10, 2008, following
the American style.

(3) Inside name and address. This includes the name, title, and complete
address of the person to whom the letter is sent. It usually consists of 3-5 lines and
begins one line below the date.

(4) The salutation, which is a greeting to the recipient. The family name is
needed only, with a courtesy title before it, e. g. Dear Mr. Smith. If a letter is not

addressed to a specific person, “Dear Sirs” is commonly used, while now in the
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United States, “Ladies and Gentlemen” is widely used.

(5) The body of the letter, which is the central part, sometimes with a sub-
ject line. The message is separated into paragraphs with one line space between
them. If the letter is too long to fit into one page, the message can be continued
onto a second page, which should carry at least two lines. On the second page,
the name of the addressee, the page number and the date should be typed

(6) The complimentary close, which indicates the end of a letter in a polite
way. It should be suitable for the occasion and reflect the writer’ s relationship
with the addressee. “ Yours faithfully” is used in letters beginning with “ Dear
Sirs” and “Yours sincerely” is used if the addressee is a specific person.

(7) The signature, which usually includes the job title of the writer and 4-5
line space should be left for signature. The writer’ s name should be signed by
hand first, and then typed by typewriter again to make it legible. If the company
name is added, it should be in capital letters and placed immediately below the
signature. If signed on behalf of the sender, “p. p.” is used before the name,
which means “per procurationem” .

Besides, some special notations may appear on a letter, providing references
to any relevant information: the names of any persons who are to receive copies of
the letter, an enclosure notation if additional material is sent with the letter, the
initials of the secretary who typed the letter, and so on.

Reference initials are included on almost all business letters, although they
are not required. These reference initials can identify the writer of the letter and
the person who typed it. If the writer and the typist are the same person, the ini-
tials are usually omitted. The reference initials are applied mainly for the benefit of
the writer and are used for administrative purposes in the office. The most com-
monly used style looks like this; SBJ/wxl. The initials of the signer come first, in
all capital letters, followed by the initials of the typist, in lowercase letters. These
reference initials are typed exactly along the level of the left margin.

Enclosure notations simply indicate that material other than the letter itself is
enclosed. Such additional material may be catalogues, a sample-cutting booklet or
copies of contract. The notation is not used unless such additional material is actu-
ally mailed in the same envelope as the letter. The enclosure notation is helpful to
both the writer and the recipient of the letter. The writer is reminded to check if

the necessary enclosures are mailed with the letter; the recipient is altered to refer
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to this material the enclosure notation indicates.

Carbon copy notations will be used if a copy of a letter is sent to people other
than the recipient. This notation indicates the name of each person to whom a du-
plicate of the letter is being sent. A carbon copy notation is shown by using the ini-

“

tials “cc”, either in capital letters or in lower case followed with a colon. It is
typed under the enclosure notation. If there is no enclosure notation, the carbon
copy notation follows the reference initials. Only the names of the people who are

to receive copies are listed without their job titles.

1. 2 Styles for Business Letters

There are several different typing styles used in business letters. The typing
style for a business letter deals with the placement of the various components of the
letter. No one typing style for a business letter is considered “right” or " wrong”.
A business company may adopt one of the styles to make all of the company’ s cor-
respondence take on a standard look. Three basic styles for commercial correspon-
dence are commonly used. They are the full block style, the block style and the
semi-block style.

(1) The Full Block Style. With this style, every component of the business
letter begins at the left margin. Because no tab stops are needed to type a letter in
this style, it can be typed more quickly. Obviously, it can raise working efficiency
in the office to a large extent. However, many people do not like this style, be-
cause they think it cold and off-balanced with all parts of the letter on the left.

(2) The Block Style. It is the typing arrangement chosen by most businesses
for their letters. With this style, the inside name and address, the salutation, all
paragraphs and any special notations begin at the left margin. Only the date line
and the complimentary close start at the center of the paper, along with the signa-
ture. It provides balance to the page and makes the letter look very nice.

(3) The Semi-block Style. This style differs in only one respect from the
block style—all paragraphs are indented either five or six spaces. So it is also
called the indented style. When subject lines are used with this style they are also
indented to be in conformity with the paragraph indentation.

The specimen letters of different styles are shown as follows
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(1) Full Block Style for a Business Letter

Harbin Tianyi Import & Export Co. , Lid.

108 Xi Da Zhi Avenne, Harbin 150001, China
Tel: (0451) 53669011 Fax; (0451) 53669012

20 March, 2007

Messrs. J. Brown & Co. , Lid.
2345 Eastcheap

London, E.C.3

U.K.

Dear Sirs,

Re: Chemicals and Pharmaceuticals

Your firm has been recommended to us by Messrs John Morris & Co. , with whom we
have done business for many years.

We have leamt that you specialize in the export of Chemicals and Pharmaceuticals,
which fall within the business scope of our company. We are pleased to establish direct busi-
ness relations with you.

To give you a general idea of the various goods available for export, we are enclosing a
brochure and our latest catalogue for your reference and hope that you would contact us if you
find any item is interesting to you.

We are looking forward to your early reply.

Yours faithfully,

Wang Lin

Wang Lin, Manager

Import & Export Department

WL/ wxl

Encl. (2) .
1. a brochure
2. a catalogue
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2. Block Style for a Business Letter

Harbin Tianyi Import &Export Co. , Lid.

108 Xi Da Zhi Avenue, Harbin 150001, China
Tel: (0451) 53669011 Fax; (0451) 53669012

20 March, 2007
Messrs. J. Brown & Co., Ltd.
2345 Eastcheap
London, E.C.3
U. K.
Dear Sirs,

Re: Chemicals and Pharmaceuticals

Your firm has been recommended to us by Messrs John Morris & Co. , with whom we
have done business for many years. '

We have leamt that you specialize in the export of Chemicals and Pharmaceuticals,
which fall within the business scope of our company. We are pleased to establish direct busi-
ness relations with you.

To give you a general idea of the various goods available for export, we are enclosing a
brochure and our latest catalogue for your reference and hope that you would contact us if you
find any item is interesting to you.

We are looking forward to your early reply.

Yours faithfully,

Wang Lin

Wang Lin, Manager

Import & Export Department

WL/ wxl
Encl. (2) :
1. a brochure

2. a catalogue
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3. Semi-block Style for a Business Letter

Harbin Tianyi Import & Export Co. , Lid.

108 Xi Da Zhi Avenue, Harbin 150001, China
Tel: (0451) 53669011 Fax: (0451) 53669012

20 March , 2008
Messrs. J. Brown & Co., Ltd.
2345 Eastcheap
London, E.C.3
U.K.
Dear Sirs,

Re: Chemicals and Pharmaceuticals

Your firm has been recommended to us by Messrs John Morris & Co. , with whom we
have done business for many years.

We have learnt that you specialize in the export of Chemicals and Pharmaceuticals,
which fall within the business scope of our company. We are pleased to establish direct busi-
ness relations with you.

To give you a general idea of the various goods available for export, we are enclosing a
brochure and our latest catalogue for your reference and hope that you would contact us if you
find any item is interesting to you.

We are looking forward to your early reply.

Yours faithfully,
Wang Lin
Wang Lin, Manager
Import & Export Department
WL/ wxl
Encl. (2).
L. a brochure
2. a catalogue
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Chapter 2 The Linguistic Features of Eng-
lish Business Correspondence

2.1 Introduction

2.1.1 The Structure of Business Correspondences

As illustrated in Chapter one, a business correspondence usually consists of
seven basic parts. They are letterhead, dateline, inside name and address, saluta-
tion, body of the letter, complimentary close, and the writer’ s signature as well as
the title. They are placed from the top of the letter paper to the bottom, and should
remain in convention. All the writers have to follow this tradition and comply with
the placement of these parts when drawing up a business correspondence, and no
parts are allowed to omit. Besides these seven basic parts, there are still some ex-
tra parts of less significance, such as reference number, attention line, subject
line, identification mark, enclosure and carbon copy (cc). These extra parts may
not be included in each correspondence. They are optional and whether to adopt

them depends on actual situations.
2.1.2 The Styles of Business Correspondences

A sample business letter is shown here to illustrate the basic parts of a busi-
ness letter and the layout. It is in full block style and each part is shown in brack-
ets. As mentioned above, a business letter may not be necessarily composed of all
of these parts.

Harbin Tianyi Import &Export Co. , Lid.

(1) 108 Xi Da Zhi Avenue, Harbin 150001, China Tel/ Fax. (0451)
53669011/2
(2) 20 March, 2007
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{3) Messrs. J. Brown & Co., Lid.
2345 Eastcheap
London, E.C.3
U.K.
(4) Dear Sirs,
(5) Re: Chemicals and Pharmaceuticals
(6) Your firm has been recommended to us by Messrs John Morris & Co. , with
whom we have done business for many years. We have learnt that you special-
ize in the export of Chemicals and Pharmaceuticals, which fall within the bus-
iness scope of our company. We are pleased to establish direct business rela-
tions with you. To give you a general idea of the various goods available for
export, we are enclosing
a brochure and our latest catalogue for your reference and hope that you would
contact us if you find any item is interesting to you.
We are looking forward to your early reply.
.7) Yours faithfully,
(8) Wang Lin
Wang Lin, Manager
Import & Export Department
(9) WL/sxl
(10)Encl. (2):
1. a brochure
2. a catalogue
In this example, part (1) is the letterhead; part (2) is the dateline; part
(3) is the inside name and address; part (4) is the salutation; part (5) is the
caption; part (6) is the body of the letter; part (7) is the complimentary close;
part (8) is the signature; part (9) is the identification mark ; part (10) is the en-
closure notation. In writing business correspondence, writers may select the style
they think the most suitable for their use in the letters or faxes. There are several
different styles that are acceptable in writing business correspondence. They are
full block style, block style, simplified modified block. Americans prefer to take
the full block style, because it saves time and trouble when typing. But this style
looks a bit cold and stiff. Some people even criticize that it appears to be not bal-

anced, while in e — mail writing, this style is very popular. Usually, most people
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choose the modified style, because it looks nice and balanced. Now this style has

become the main stream when people layout a business letter or fax.

2.2 An Overview of Business Correspondence

2.2.1 The Important Means of Communication in Business

Writing in business is always the day - to - day matter and the essential part
of work that people have to deal with in daily business activities. English business
correspondence is considered as a very effective carrier of communications and ac-
counts for about 90 percent of all writien correspondences according to statistics,
because communications are needed to be made in written forms so as to make
things clear and record the whole process of business definitely. A letter or a fax
serves as the link between the two parties in a transaction. With the help of it,
business relations will be established, products will be sold, complaints and claims
will be settled, and the transaction will be concluded. Any correspondence con-
cemning a transaction can be surrendered as the evidence in court. A business letter
with a reference number and a date can also tell precisely what really took place at
that time. This is why an oral agreement or contract made by two sides is usually
confirmed in subsequent letters or faxes. Only with the confirmation by means of
correspondence can the agreement or contract have the binding force on both sides

in the transaction.

2.2.2 The Classification of Business Correspondences

Correspondence actually is the act of communication by means of letters, tele-
xes, faxes and e — mails. Business correspondence refers to the correspondence
used in business. It has become the most frequently used means of communication
by incorporate organizations to have contact with their clients and customers.

Since business correspondence take on different forms, it can also be classi-
fied from various aspects. According to illocutionary functions categorized by Leech
(1983), business letters are classified into four kinds: competitive letters, conviv-
ial letters, collaborative letters and conflictive letters. According to the contents,
business letters can be categorized into the following ones: request letters, letters

answering requests, claim and settlement letters, status enquiry and collection let-



