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Unit One Format of Bank Letters

A bank letter, if in complete form, consists of |4 parts. They are: |) letter head, 2) date, 3) re!
ference, 4) inside address, 5) attention note, 6) salutation, 7) subject, 8) body of the letter, 9) com:
plimentary close, 10) signature and designation, |1) identification marks, 12) enclosure notation, 13)
carbon copy notation and 14) postscript. ‘

I. Letter Head

In a bank letter, the lettér head is usually preprinted in the nﬁddle of the top margin of writing
paper. It includes the name of the bank, address, telephone number, telex number and cable address
and / or fax number. As the letter head is normally printed, it is not necessary for the writer to take
care of it (see sample letter). But, if the letter is not written on a piece of writing paper with 3
printed letter head, the letter head (or termed as the heading) is typed on the right side of the paper.
The name of the bank comes first, followed by the house number, street, names of the city and coun-
try, and then the date of writing. But this seldom happens since bank letters are almost always typed
on deliberately designed writing paper.

2. Date

The date is included in all letters, typed 2 to 4 lines below the letter head, no matter flush with
left margin as in full block style, or flush with right margin as in block or semi-block styles. The date
line is normally typed in “month-date-year” or “date-month-year”. in the date line, do not write a fi-
gure to indicate the name of month, while the date and year can be written in figures. '

e. g. 1) September (Sept.) 9th (9), 1992

2) 9th (9) September (Sept.) 1992
3

3. Reference
1

It is usually included in bank letters (but not indispensable). It is for the bank’s file as well as for
the benefit of the institution or individual to keep correspondence. It is typed 2 to 4 lines below the

date line.



4. Inside Address

If the letter is addressed to a bank rather than to an individual, the layout of this part is that the
name of the bank comes first, followed by the location of it (house number, street, city and then
country). If it is addressed to an individual, the inside address should also include the individual’s cour-
tesy title, and the full name, then the professional title, or the post and rank and the institution’s
name and the full address. “ Mr.” is used for male, and “ Mrs.” for married female. * Miss” is for un-
married female or for one who wishes to keep her father's family name. “ Ms.” is used for an un-
known woman's courtesy title. Use “Messrs.” (Messieurs) for two or more men, and “ Mses.” for
women of unknown courtesy title. '

In modern bank letters, the inside address is always typed flush with left margins no matter in
what style the letter is, and 2 to 6 lines below the reference if there is any.

The house number and the name of the road (or street) is not separated by a comma while the
name of the city and country is separated by a comma. Inside name and address is always identical
with that on the envelope.

The British people will use punctuation at the end of each line in the part while the Americans

prefer no punctuation.

5. Attention Note

This is used only when the letter is addressed to a bank but is intended to be directed to the
attention of a specific person or division. And only on this occasion is this line necessary. The atten-
tion note can be typed either flush with the left margin or centered, 2 to 4 lines below the inside
address. What is put in the attention note may be the name of an individual or of a division of the
bank to which the letter is addressed.

e. g. Attention: Outward Remittance Section

6. Salutation

It appears in all kinds of letters, almost always begins with “Dear ..”. Most bank letters are
addressed to groups rather than individuals, and in this case, “Dear Sirs” or “Gentlemen” is used. If
occasionally it is written to an individual, “Dear” is followed by a title courtesy, “Dear Mr. .."” for
male and “Dear Madam ...” or “Dear Madame ..."” for female, or sometimes, “Dear Dr. ...” or “Dear
President ...” is used. The salutation normally ends by a comma (;) or a colon (). The salutation is 2 to

4 lines below the attention note.

7. Subject

The subject identifies the content of the letter. It is used in bank letters for the convenience of
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the addressees. It is typed 2 to 4 lines below the salutation, flush with the left margin, or mostly in
the center. In most bank letters the whole subject line is underlined so as to make it outstanding. The
subject line can also be typed in capital letters, and in this case, it is NEVER underlined.
The subject may be just one single line or several lines.
e. g. 1) Our new test key
2) Wrong port for loading
3) Your reference No. 330478
Our BP No. 573871
For USD 21,310.00
Under your L / C No. 031-24782

8. Body of Letter

It is a main part of a bank letter. It can be in just one paragraph or several paragraphs, 2 to 4
lines below the subject line. In a bank letter, very much like in a business letter, the body of it is dis-
played by three main parts: 1) The opening paragraph (or sentence) acknowledging the receipt of a
letter (or cable, telex) from the addressee, or referring to a certain matter shown in the subject, or
expressing thanks and so on. 2) The purpose paragraph(s) which state(s) something, or ask(s) the reci-
pient to do something. This is the most important part of a bank letter. 3) The closing paragraph (or
sentence) in which the writer expresses the thanks, requests cooperation or assistance, or expects a
reply.

If the letter is more than one page, in a very formal letter, the continued page is marked with
the name of the addressee, the number of page and the date, typed den from top. l

e. g 1) Industrial Bank of Japan -2- Aug. 21, 1992

or:
Industrial Bank of Japan - —_—
Aug. 21, 1992
Page 2
2) Mr. Charles Peterson -2- March 5, 1991
or:
Mr. Charles Peterson
March 5, 1991
Page 2

9. Complimentary Close

This should be included in any letter, being typed flush with the left margin in a full block letter;
or placed about five spaces to the right of the center of the page in block or semi-block styles. Nor-
mally, it is 2 lines below the last line of the body of the letter. The choices of a complimentary close

are as follows:

._3_.



Truly yours,
Yours truty,
Sincerely yours,
Yours sincerely,
Yours faithfully,
Faithfully yours,
In more formal or older style, the complimentary close is typed:
We remain
Yours faithfully,

10. Signature and Designation ,
This part is also indispensable to all letters. It is typed with enough space (about 4-6 lines below
“the complimentary close) for the writer of the letter to sign his / her name, and it is flush with the
complimentary close. Often the signature and designation are included by the name of the bank.
Sometimes if a secretary or an assistant signs the letter in his / her name for someone else, the sur-
name and title of the one who asks the secretary or assistant to sign the letter are typed below the
secretary’s signature.
e. g. Truly yours,
Peter B. jenson
Assistant to Mr. J. Bonder
(Vice President)
Very often, the placement of signature and designation appears in this way: name of the bank,
then signature in handwriting and still then the typed name with the title of the individual.
e. g. STANDARD CHARTERED BANK, NEW YORK
(Signature)
HENRY ADAMS , INTERNATIONAL OPERATOR
If the writer wishes to indicate that he / she represents the bank to have the letter written, the

word “For” can be put before the name of the bank.

11. Identification Marks

It is also termed as “reference initials”. When the letter asks for it, it is typed flush with the left
margin 2 lines below the signature and designation. Normally, it includes the initials of the writer and
the typist of the letter. Both initials can be either in capitals or noncapitals with a colon ( : ) or a slant
(/) between them. Identification marks, however, are normally not included in a letter written by a
Chinese bank.

e. g. HLP / TMH (Henry L. Parsons / Tim Martin Hall)

BEK: NjW (Bilt Edel Kent: Nancy Jeffery Williams)



12. Enclosure Notation

Not all bank letters ask for this part. It is used when there is something to be enclosed in the letter.
The enclosure(s) is (are) typed 2 lines below the identification marks, flush with the left margin.
1} “Enc.” or “Encl.” for single enclosure;
“Encs.” or “Encls.” for two or more enclosures.
2) “Encs.” or “Encls.” can be preceded or followed by a figure indicating the actual number of
enclosures.
e. g. 2 Encs., 4 Encls.
or:
Encs. (2), Encls. (4)
3) The name of the enclosures can be stated in the enclosure notation.
e. g. Encls.: 2 Invoices
2 Certificates
4 Photostatic copies of statements of account
4) If the name and the number of the enclosure(s) has (have) been stated in the body of letter,
the enclosure marks can be put in the following way:
(1) Enc.: As stated, or
(2) Encl(s).:

13. Carbon Copy Notation

This part is asked for only when the writer of the letter wants the recipient to know to whom
he / she is sending the copies of the letter. It is typed flush with the left margin, 2 to 4 lines below
the last line of the preceding item, in one of the following three forms:

1) Copy to John Smith

Copies to John Smith
Nancy Hill
2) cc: John Smith
cc: John Smith
Nancy Hill
3) cc: Bank of China, Beijing

14. Postscript

A postscript is rarely used in a bank letter unless it is employed in a sales letter to emphasize a
point or to make a special offer. It is typed flush with the left margin, 2 to 4 lines below the last line
of the part preceding it. It is normally in the abbreviation “P. S.” or “p. s.” and then followed by what

the writer wishes to add.
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Sample Letter

) STANDARD CHARTERED BANK
HONG KONG MAIN OFFICE
I5 QUEEN’S ROAD CENTRAL

HONG KONG
2) July 15, 1992
3) : B-185-92

4) Bank of China, Guangzhou Branch
197, Dong Feng Xi Lu
P.O. Box No. 16
Guangzhou, P. R. China
5) ATTENTION: International Settlement Dept.
6) Dear Sir,
7 Your Ref. No. OC40186266
Our Ref. MT 100 0136 2514
8) We refer to your letter dated June 27, 1992 concerning the above collection for USD 14,275.00.
After research, we have found that the said amount was transferred on June 20, 1992 by our
New York Branch to Bank of China, New York, for credit of your Head Office, Beijing in your favor.

A photostatic copy of the confirmation of the transfer is enclosed.
We suggest that you contact your Head Office in order to obtain their confirmation that their
account has been credited for USD 14, 275.00 through Bank of China, New York at the above date.
We hope a good receipt of our letter and we remain

9) Yours faithfully,

10) Henry E. Denman
Foreign Operations

) HED/|LB

12) Encl.: (as stated)
13) cc: Bank of China, Beijing Head Office

14) p. s.
in order to save space, only parts 7) and B) are retained for the 120 sample letters and tele-

graphic messages below.

New Words and Expressions

term ... as ... FRA, FRIE form / fom/ n. ¥, R

outward remittance L HiCEK reference / reforons/ n. &%

sample letter {FH attention / a'tenfon/ n. &

format / 'fomet/ n. B, LH note / neut/ n. i, xic, BE P, ERH &K
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m, FiE

salutation / solu:'teifan/ n. #rFF
subject / 'sabdzekt/ n. Fii; F; FH
complimentary / komplimentori/ a. #

FBER; FBRE

designation / .designeifon/ n. ¥5/%; Z¥K; (T

identification / ai.dentifi'kei[an/ n. I\BH;
L5 G

notation / nau'tei fon/ n. 13i; id S
enclosure / inklouza/ n. FifF
postscript / 'paust.skript/ n. BiE

= i

UEH;

flush / flaf/ v. L FFF

courtesy / 'ka:tisi/ n. 4L5%, 3L
addressee / a.dre'siZ n. #fEA; #5k A
colon / kaulon/ n. E 5

slant / sleent/ n. 4%

photostatic / foutou'staetik/ a. FEIH
statement / 'steitmant/ n. ¥ 8 K MEH
abbreviation / a.bri:vi'ei fon/ n. 455, i
inside address {5 P#uiik; WfE A & FRfEat
letter head {5k

carbon copy E E&I4<



Unit Two Agenicy Relationship

I. (Request)
Request for the Establishment
of Agency Relationship

As you are well aware, China and ... recently come to open trade with each other. This develop-
ment is expected to bring about a lot of direct trade transactions between our two countries in the
years to come.

We are pleased to note that we have already had banking transactions with your fine bank on
letters of credit. Our records show that our L/Cs in favour of beneficiaries located in your country
were directed to your bank through a third bank, your correspondent bank in ... (city), for there ex-
ists no agency arrangements between us.

In order to ensure the speedy handling of the relevant banking transactions along with the in-
creasing trade volume, we would like to propose and solicit your concurrence to establish a direct
correspondent banking relationship with your esteemed bank. We are confident that this step would
allow us to avoid any possible delay that may occur in handling business to the benefit of clients on
both sides. ’

We enclose herewith a copy of our Terms & Conditions together with our Annual Report for
the fiscal year 1988 for your reference. We would highly appreciate receiving your control documents
in return to accomplish our arrangements. Please let us know if you would prefer to use your test
key or ours.

We look forward to your favourable reply.

New Words and Expressions

agency / ‘eidzonsi/ n. fREAL, 384T, /1F4t  agency arrangement UZEBNX
establishment / is'taeblifmont / n. #37, JF3L  letter of credit {5 Alik

aware / dwed/ a. BTN, HEK to the benefit of Xt------ &G F/ &
transaction / treenzek[on/ n. & 5; ZE W%  control documents i
beneficiary / .benififor/ n. 3N, ZHA fiscal year WHEX 4

concurrence / kan'karans/ n. [FIE; %[ look forward to B}#; JHEE

in favour of A& TF; A HZHEA business line M. 457l [El; £ & EH

test key HHE correspondent / korispondent/ n. a. X%
come to F i P, RERAT, ILE

bring about 5k arrangement / d'reindzmant/ n. %k VhE, B
in the year to come 4 fa; FER4F W

__8__



volume / 'voljuny/ n. &8, A8, H5 solicit /s3llisit/ v. (X 24k, ¥ B K ¥h Bh 1Y) 1%

2. (Request)
Request for Setting up
Agency Relationship

Recently we have had the pleasure of receiving directly from your fine bank quite a number of
documentary credits, for which we express our thanks. As there is no agency relationship between us,
we have to authenticate such credits through a third bank, and this always unavoidably causes delay.

In order to keep up with the increase in our business, we request you to send us your latest
specimen signatures for our future use and consider the establishment of telex / cable authentication
arrangements. ‘

We hope to have your favourable reply.

New Words and Expressions

authenticate / >:@entikeit/ v. iE35; %5 M2k specimen / 'spesimon/ n. #A%, FRA
2 documentary credit ¥ #.45 ik

3. (Reply)
Agéncy Relationship
We are very pleased to recall the meeting with your goodselves in Beijing on ... 19 ... and quite
appreciate your wish for establishing agency relationship with us. :
To facilitate the economic exchange and trade between the customers of our two ‘banks, we
agree to your proposal, so that our Head Office and ... branches can hen;éforth transact business with

you directly. v

We are now sending you our signature list in microfiche form, tariff, list of branches and Annual
Report 1986 for your use. For cable authentication, we suggest that your test key be jointly used by
both sides. If agreeable, please provide our above branches with your test key, signature book and
tariff under advice to this Head Office. The signature book and tariff you handed over to us during
our last meetir;ag are retained for this Head Office, so you only need to send us a copy of your test
key.

As soon as the exchange of control documents is completed, both sides may start direct business
with each other. )

The reimbursement method shall be specified in each letter of credit and collection between us.
For ordinary remittances, the remitting bank shall transfer the cover to the paying bank’s account on
the date of remittance in the same manner, i. €. by telex / cable for T/ T, by airmail for M / T and D
/ D.

We look forward to a consistent development of business between our two banks.



New Words and Expressions

recall / rikod/ n. v. BIZ, YCIE], HUEY in microfiche form LAZa1HK A
henceforth / hensfo:0/ ad. \4LAJG; 4 Ja reimbursement method £ 3
transact / treenzaekt/ v. FhE; AL, 3 5 R Head Office 84T

# Annual Report FE R4

microfiche / 'maikraufi:{/ n. 4558 R paying bank 13X17

tariff / teerif/ n. WU#R 3 XBi, XBIF; BHEKX  ordinary remittance FiFEILK
reimbursement / rizimba:smant/ n. =t T / T (telegraphic transfer) Hil.
remittance / rimitans/ n. L3 M /T (mail transfer) {51

specify / 'spesifai/ v. 185€; 4% D /D (demand draft) ($817) BFAICE

signature list EN4%, ¥R

4. (Reply)
Agency Relationship

Thank you for your letter of ... 19 ... We fully understand your desire to set up agency rela-
tionship with us. As you are aware, the trade exchange between China and ... is limited with a small
volume at present. Since our existing correspondent banks in ... (city) can fully meet our business re-
quirements, we therefore do not intend to expand our agency network in the near future. We shall,
of course, consider the matter in the light of trade development and hope you will give us under-
standing in this respect.

We wish you a greater business volume.

New Words and Expressions

limit / limit/ n. v. FRIE, ﬁﬁ:', network /netwak/ n. M; 4%
existing / igzistity a. BLAH) in the light of &M, R
requirement / rikwaiomont/ n. X, T Z MK  in this respect FE3X 77

Eﬁ K

Agency Arrangements

In order to cope with the increasing trading opportunities between customers of our two banks,
it is our pleasure to propose the conclusion of an Agency Arrangement with your esteemed bank.

Anticipating your agreement to our proposal, we have taken the liberty of drafting a schedule of
Agency Arrangements which is enclosed herewith for your study. We would appreciate your return-
ing to us a signed copy filling in the blank spaces with your comments, if any.

As regards out control documents, we are sending you under separate cover as follows:

. Telegraphic Test Key

2. List of Authorized Signatures

3. Terms and Conditions



We trust our proposal will be found mutually beneficial and wish to assure you that our services
will be entirely at your disposal. .

New Words and Expressions

conclusion / kenklu:zan/ n. 4518, S.45; 4545, beneficial / benififal/ a. A #H), HEIK

A NYA at one’s disposal H+-- 4/ E
esteem / is'tim/ v. n. B H, Hif cope with Zb38, X4
anticipate / sen'ticipeit/ v. H#, HiE take the liberty &8k, BEE K, BT
draft / dra:ft/ n. v. L5 B ER under separate cover 7 i
enclose / inklouz/ v. # A, X, Bl conclude an arrangement 4545 #HY
appreciate / opri:fieit/ v. K3 B¥; ¥ {H; ¥ terms and conditions &K
#r ‘ as regards X T £F \
mutually / 'mju:tjusli/ ad. HAHH, 3EF]HE \
6.
AGENCY ARRANGEMENT
between
National Bank of ... (A)
and
...Bank (B)

(1) This arrangement is available for transactions in either direction between the following offices of
the above banks:

(A) National Bank of ... Telex : ...
International Banking Div. Cable : ...
(Address) Fax :

(B) ... Bank

Head Office, Beijing
City Branch, Beijing

Other offices of both banks may be included when “A” and “B” mutually agree to do so.
(2) Control Documents:

A and B shall be supplied with the list of authorized signatures and the schedule of terms and
conditions of the other party. A’s telegraphic test key shall be supplied to B's offices mentioned in (1)
above for mutual use.

(3) Transactions Originated with “A™ :

@ Remittances

All A’s offices mentioned in (1) above may directly draw on B ’s offices mentioned in (|) above
by drafts, mail transfers or telegraphic transfers.

No advice of drawing to be given, drafts to be paid by verification of authorized signatures
appéaring thereon. At the time of drawing, cover is to be effected as follows:

— - . PR T



— For draft and mail transfer:

Cover is to be made by M/ T to the credit of B's account.

— For telegraphic transfer:

Cover is to be made by T/ T to the credit of B’s account. “B” shall supply “A” with the list of
banks with which they maintain accounts in different currencies.

(2 Commercial Letters of Credit

All A’s offices mentioned in (1) above may issue by mail or by telex / SWIFT commercial letters
of credit directly through B’s offices mentioned in (1) above. Reimbursement for the transactions will
be effected in accordance with the stipulations in each letter of credit.

@ Collections

All A’s offices mentioned in (1) above may send collections directly to B’s offices mentioned in
(1) above with specific instructions on the disposal of the proceeds in each case.
(4) Transactions Originated with “B™:

(D Remittances

All B’s offices mentioned in (1) above may directly draw on A’s offices mentioned in (1) above
by drafts, mail transfer or telegraphic transfer.

— For draft and mail transfer:

Cover is to be made by M/ T to the credit of A’s account.

— For telegraphic transfer:

Cover is to be made by T/ T to the credit of A’s account. “A” shall supply “B” with the list of
banks with which they maintain accounts in different currencies.

@ Commercial Letters of Credit

All B’s offices mentloned in (1) above may issue by mail or by telex / SWIFT commercial letters
of credit on A'’s offices mentloned in (1) above. Reimbursement for the transactions will be effected in
accordance with the stlpulatloﬁs in each letter of credit.

@ Collections =~ . §

All B’s offices mentloneds in (1) above may send collections to all A’s offices mentioned in ()
above with specific instructions on the disposal of the proceeds in each case.

National Bank of ... Bank
(Signature) (Signature)
Jan. ... 19... Jan. ... 19...

New Words and Expressions

available / o'veilobl/ a. # Ff; AT5EIkY; A3  verification / verifikei fan/ v. WESE, B

53] in accordance with 5------—8; & iR
originate / aridzineit/ v. K &; FFi; I be available for R[fi T &R T

draw / dro/ v. 3K, F ik originate ... with ... #i T

cover / kava/ n. ks BT mail transfer {5iC

maintain / men'tein/ v. X ¥ #FF telegraphic transfer B

proceeds / 'prousi:dz/ n. Uik, #K, I advice of drawing #ZGEH



