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Chapter 1 Business Letter-writing and Its Layout

(AL ENE 585 #X)

Part | Introduction
G

The rapid development of telecommunication technology makes tele-
phone, telex and fax more and more popular, and seems to have de-
creased the importance of letters. Nevertheless, letters are still retaining
their importance in this age of electronic communication and they are still
written in an overwhelming number in international business. Business
executives are supposed to write so good business letters as to carry out
business routine efficiently. This chapter is intended to develop skills in

writing such good business letters.

A. Essentials of Business Letter-writing

(BhEEHEHLRELR)

Broadly speaking, the functions of a business letter may be said to be
(1) to ask for or to convey information, (2) to make or to accept an of-
fer, (3) to deal with matters concerning negotiation of business. In addi-
tion, there are letters with no other purpose than to remind the recipient
of the sender’s existence.

Letter-writing does not differ from any other {orm of creative writ-

ing. Good English is one of the important bases of good business letters.




What you write should be free from grammatical blemishes, and also free
from the slightest possibility of being misunderstood. There are certain
essential qualities of business letters, which can be summed up in the fol-

lowing 5 “Cs” principles.

Clarity

Conciseness

Courtesy

Message must be expressed clearly so that the reader
will understand. To get this, we should keep in mind
the purpose of our correspondence. A point that is am-
biguous will cause trouble to both sides. You must have
a clear idea of what you wish to convey to the reader.
When you are sure about what to say, say it in plain,
simple words. Good, straightforward, and simple Eng-
lish is what is needed for business communication. To
make your message clear, you must present it in well-
constructed sentences and paragraphs, and include nec-
essary transitional words or expressions to link them up.
The elimination of wordy business jargon can help to
make a letter clearer and at the same time more concise.
A concise letter is not necessarily a short one. Some-
times a letter dealing perhaps with a multiplicity of mat-
ter cannot avoid being long. If conciseness conflicts with
courtesy, then make a little sacrifice of conciseness.
Generally speaking, you will gain in clearness and con-
ciseness by writing short sentences rather than long
ones.

It should hardly be necessary to stress the importance of
courtesy in your correspondence. One of the most im-
portant things is promptness. Punctuality will please
your customer who dislikes waiting for days before he
gets a reply to his letter. Differences are bound to occur

in business, but with diplomacy and tact they can be




overcome and settled without offence on either side.

Correctness Correctness here refers to appropriate and grammatically
correct language, factual information and accurate reli-
able figures, as well as the right forms and conventions.
All facts should be checked and double checked. Special
attention should also be paid to names of goods, specifi-
cation, quantity, figures, units, etc.

Concreteness To make the message specific, definite and vivid is the
key point of concreteness. You must make sure that
your letter contains all the information your reader needs
to act upon. Put yourself in the reader’s place. It is
necessary to check the message carefully before it is sent

out.

B. Letter Typing Formats
(HEHTIBR)

There are various ways in which the component parts of a business
letter can be laid out on the page. Choice of letter format is a matter of
individual taste, but it is better to follow established practice, to which
the business world has become accustomed. A good plan to make correct
practice habitual is to adopt one form of letter format and stick to it. The

three main formats are as follows.

blocked format (FE3k3X)
With this format, all letter parts begin at the left margin. Because

this format can save the typist’s time, so it has come to be much widely
used and preferred now. The loss of clarity occasioned by the absence of

indentations may be made good by increasing the number of separating




line-spacing between paragraphs. (refer to specimen letter 1)

semi-blocked format (3F¥-3L=)
Like blocked format, all letter parts begin at the left margin, except

the dateline, complimentary closing, company signature and writer’s i-
dentification, which are set against the right-hand margin. They are
placed in this position for filing and reference purposes. It is also named

as a modified blocked format. (refer to specimen letter 2)

indented format (Z5173%)

The indented format may follow the same layout as either the
blocked or semi-blocked formats, but will differ in that the paragraphs
will each be indented by five (for pica typc) or six spaces (for élite
type). It is a traditional format, especially in Britain. (refer to specimen

letter 3)

C. Structure of a Business Letter

(FENARTL)

While the horizontal placement of letter parts may vary, the vertical
order of these parts is standard. Refer to specimen letter 1 as you study

the following list of letter structure:

Letterhead {53k (1)

The letterhead indicates the name, address, telephone, fax number
and E-mail address of the company sending the letter. It helps the recipi-
ent identify the company from which the sender comes just at a glance.
GO SM R A R A R A S SRS, A EARMA T

PRB G ML LM% I RS o TSR RN B AS $TENR




AT HIHEZ (Date line) FIAE HIHSEAI AT . WAl REFE
TR S (reference) , AMEIUH E B R4, WAREHAHFE LD
HEGRE, T ERELBMBERIENRIBFHEERRNE
AR, REBEHREEB,

Date HHA (2)

Writing date in English goes in two styles: one is British style, and
the other is American style. The month and the year had better not be
written in their abbreviation forms, otherwise, they would be easily got
confused.

PR A B4, 0 1998 EARE 98 KK . H R HARIORE
o FABTRLA¥CT R H 4 (10:03/05/90) A 5 RE A 7 H
1, T LRl A R P B A IE R

References £3 (3)

The references help the recipient match the letter to the relevant
problems, which it concerns. They usually include the abbreviations of
the name of the department or the persons in charge of the problems it
concerns.

B TEF AT EENEN, LB EEFEERFEANRS
(Our ref. ) LLBME AHIFE S (Your ref. :)o ARIBIA TN T
SHERE AR,

Mailing notion BB A3\ (4)

Mailing notion shows the specific means of delivery for the conve-
nience of verification. Besides there are two other commonly used forms
of mailing notion, e.g. by courier and by EMS.

A . s 2F 7 T LA R B B (5 iR A 7 K, DME TE R . I
g, E B FREREF 3, A AR R -




The inside name and address £ /92 FREMUE (5)

The name and address of the receiver is typed at the left-hand mar-
gin at least two lines below the date. It appears exactly the same way as
on the envelope. It is important to include the postcode in order to facili-
tate mechanical mail-sorting. For foreign correspondence, the name of
country should be included.

YL - B N B ROHEIR R RIS A A Rl B PR Bt , B ZEfE 8R40 b
WA TN, HIITT U T S M E =740, IS NASEH FHR
AR~ RIBITES RO AR 5 LR NETXGER
G HEBIHE ) o

Attention line Ei¥ (6)

Its abbreviation is Attn. It suggests that the sender hopes the letter
receivers the immediate attention of a certain person or a specific depart-
ment,

BLF MR R AR HRI IS R A RIE Mt R ST, A X T #
HAE2 BRI T B FRES AT UG 0847,
Attention of Sales & Marketing Department
For the attention: Miss Wang Ping
Attn. ; Mr. Li Ming

Salutation FRFE (7)

The salutation is the polite greeting with which a letter begins. Its
form depends upon the writer’s relationship with the receiver. The cus-
tomary formal greeting in a business letter is “Dear Sir/Madam” or “Dear
Sirs/Mesdames” or “Gentlemen”. But the trend today is towards infor-
mality, especially if the receiver is known to the writer personally. A
warmer greeting, “Dear Mr. Smith” is then preferred. Quite often now
companies are owned and/or managed by women, and it is more and

more customary to use the greeting: Dear Madam or Sir, if the writer is




not sure whether the letter will be read by a man or a woman.

BB FRIP O TR A A B TEE WATA. Al fERE S EA
Dear Sirs; ANBESIR{E I Sirs; T Gentlemen HAE S0 i 51 H & 5
K, A RER A EOE 3 R R bR A — R RLE S .

Subject line F 1T (8)

The subject line is often inserted between the salutation and the
body of a letter to call attention to the topic of the letter. It is also useful
as a guide for filing.

LB« R RAT AL T RRIE T I 2 AT A AR I ML B (B TR AT
SkRAF M, W54 TR, A A TR, g RIS A
MR, FETNSRER, S EE, WA MR EEH
i EFITSC Re, 1l Re: lron Nail Quotation, X B Re &“XT"
MER,

Body 153 (9)

This contains the actual message of the letter, which usually in-
cludes the opening sentences, the body of the letter and the closing sen-
tences.

BH A SCAL T RRVE T 2 BIATAL , A R REAT , 7E T REAT T = PIAT
g, EX EEEIEFLE, EIE XA RIE. FFmEwNER
e R A EI N R AE I H RS A A R —
T AR BT ST AR R . IESCRRAHEB R 5 LE
2 = — BT, IF RN A R KRR, BR BHE, I
5| B, LERIES X 22— EWAT, B RERE R X
EEN A S R RERRN R A EMERIT Y
g AR TEEE.

Complimentary closing ZE#E (10)

The complimentary closing, like the salutation, is purely a matter of




custom and a polite way of bringing a letter to a close. The complimenta-
ry close must never be separated from the substance of a letter by being
carried to a separate sheet. If through faulty judgment this becomes nec-
essary the letter must be scrapped and retyped, with some portion of the
subject-matter carried over to the next sheet. The expression used must
suit the occasion. It must also match the salutation. The following salu-
tations, with their matching closes, are the ones most commonly used in
the modern business letters.

WS RBEN TREXERETEHE —EMTA, SERIERER
A — R, RS T T BT G R A 5] PR PR R R G, i 1
FRARFEEE., WA, RIERE BB SRR, 45 RSEH
UHEPESELAANS . ABE—- I TFEEERS, L
WIE S o FERRMN , —BIE Yours BUTE B I , 1 75 22 1) 32 31 37

JBCEE R T

Salutation Close Remarks
Dear Sir(s),
Dear Madam(s) Yours faithfully Standard closure for business letters,
Mesdames o ; . particularly in the UK.
Dear Sir(s), . L
Dear Madam(s) Yours truly Commonly used closure in the United
Mesdames, States.
Gentlemen: Yours truly Commonly used closure in the United
) i ’ States.
Dear Sir, . .
My Dear Sir Expressing more respectful feeling than
Dear Ma dam’ Yours very truly, Yours truly. Formal usage to some-
My Dear Madam, body superior.
For private letters, now also fashion-
Dear Mr. Smith, Yours sincerely, able in business between persons well-
known to each other.
Dear Mr. Smith . Expressing a little warmer fecling than
My Dear Mr. Smith, Yours very sincerely, Yours sincerely.




Salutation Close Remarks
Dear Tony,
My Dear Tony, Yours ever, Used between close friends.
Dear William,

Dear William, .
My Dedlr 1\:’illiam, Yours affectionately, |Used between intimate friends.

Signature block &3 (11)

The name of the sender should be typewritten below the signature so
that the addressee may have no trouble in identifying the sender. If some
other clerk has to sign the letter in place of the person in charge, he has
to indicate this in this block in the following way:

Yours faithfully,

Peter Wang

For John Smith

Sales & Marketing Manager

If the letter is dictated, it can be signed by the secretary as follows:

Dictated by Mr. John Smith and signed in his absence by

Mary Lee

Secretary

Sometimes, there is “Per Pro.” signature. “Per Pro.” is the abbre-
viation of per procuration, which is a Latin phrase denoting agency.
Strictly speaking, only a partner is entitled to sign the name of his firm,
but for convenience authority to sign is often given to a responsible em-
ployee by a document known as a power of attorney, though the authori-
ty to sign may also arise from custom. In either case the attorney or a-
gent, as the authorized signatory is called, signs “per procuration” or
“Per Pro.”.

Per Pro. David Liu, Anderson Company.

Signature

PO . B4 TR EMOE T WM E =740, i T RELE T HLEELH




WU E B EREETTEHT FEFHNES M AR
%o .

Yours faithfully,

ABC Company

(signature)

John Smith

Sales and Marketing Department Manager

Per Pro. f6i’5 P.P. , JELSEI A FRZHIN P. P. 2% Per Pro. , i %
PAREXRERLE, MARUNABRHELY. EAEA/R
HAF AL L for, BRWRNEZAARFENTAEL
Ho SNERMFBATHRAFAREES, AREBREXEHE—
HhlfE FERFAEBLHMN, EEX VI ARG R PHE
AL A EARARFLERD .

Reference initials F AR S (12)

Consisting of the signer’ s initials in capitals followed by a slash or
colon followed by the lowercase initials of the person preparing the letter,
this item serves as reminder of who prepared the letter. Two line spaces
below the typed signature.

R EDPARELATITHHNEZ THSFITL. HIEREE T
TR TRENEIAFITE IS ANBA

Enclosure Mif§ (13)

When there is something enclosed with the letter, type the word
“Enclosure”, or an abbreviation of it (Encl. or Fnc. ) in the bottom left-
hand, two line spaces under the identification marks, with a figure indi-
cating the number of enclosures, if there are more than one.

VB LT EDANRS TES FfTE . WM AR 11,
2 Encls. B¢ 3 Encls. &, 8L 41— — 31 B3 BUA BRI, G .
Enc.: 1 quality certificate (— {3 EUEBH)




2 commercial imvoices( B 7 & 2K )
1 B/L(—3K4R )
1 packing list(— 53 FH 1)

Carbon copy 5% (14)

If you distribute copies of the letter to other readers, type c.c. , cc
or Cc one or two lines below any enclosure notation. Another copy nota-
tion is specified on the copy only by the abbreviation “bee” (blind carbon
copy) and the recipient’ s name. No one other than the recipient of the
“bee” and you will know he has received a copy of the letter.

B BR T B A LIS, W2 (5 A A BYUE AR FIRYH AR 2N 5 B80T
I TR E, 7] LRI AT B TR E A B g AR 4% R
[ 1455, 0.
ce John Smith, Sales & Marketing Department Manager
Mary Lee, Training Department Manager
David Liu, Administration Manager
Tony Wei, Financial Department Manager
bec B “EBIE". HEGEANFERMATHRIEALH
SR, o LME R bee BPEHA

Postscript Bt & (15)

In business letters it is not commonly used, while in personal let-
ters, it {requently appears. This item is usually used in the informal
styles of letters. If the writer wishes to add something he forgot to men-
tion or for emphasis, he may type his thought two spaces below the car-
bon copy notation. The adding of a P.S. should, however, be avoided as
far as possible, since it may suggest that the writer failed to plan his let-
ter before he wrote it or dictated it.

VR BN TE RO LA R P R e R A AR S RS A
AREBEBEADEIBRAE, HlEEX M FERFATLEL P.




