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Introduction to Business Letters
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Nowadays, with the popularity of fax-machine, e-mail and EDP, people attach more and
more importance to business letter writing. l\’/;ni_lligx}s‘qf_ ‘business communications which used to be
conducted through cable or telex are now being s§:t %.fax or e-mail. Consequently, the ability to

i

will help business people present themselves gositivels‘rﬂ JPO their customers, competitors and em-

write effectively has become a valuable business K good command of business letter writing
ployers, which in turn will increase their company’s sales and profits.Proficiency in business let-

pr o
ter writing is now a necessary quality for business success. e filtsid

bR G RE

I . Functions of Business Letters (B &EHMER)

Every business message is designed to achieve a specific business objective. Generally speak-
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ing, business letter writing has two functions:
<> to inform, which refers to conveying the vast amount of information needed to day-to-
day operations of the business;
<> to influence, which means that messages included in a business letter should also influ-

ence the recipient’s attitudes and functions.
I . Criteria for Business Letter Writing (B &{ERSEMNELREFRD)

Business letter writing does not differ from any other form of creative writing. Good English
is one of the important bases of good business letters. What we write should be free from gram-
matical mistakes as well as from the slightest possibility of being misunderstood . American experts
in business communication develop six C’s principles, namely: Courtesy, Correctness, Clarity,
Completeness, Conciseness and Concreteness. :

A. COURTESY (i##%) American experts lay great emphasis on the so-called “You” at-
titude. That is to say, in our letters, we should always keep in mind the person we are writing
to, see things from his angle, visualize him in his surroundings, see his problems and difficult
ties and express ideas in terms of his experience.

B. CORRECTNESS (IE®)  Correct grammar, punctuation and spelling are basic re-
quirements for business letter writing.Also, we should choose the correct level of language and
use accurate information and data in our letters.

C. CLARITY (i#Mf) When writing business letters, we should first of all make sure
that the letter is so clear that it cannot be misunderstood.Any ambiguity in business letters will
cause trouble to both the writer and the reader, which will lead to furtherpexchange of letters and
thus to a waste of time.In addition, when we are sure about what we want to express, we
should express the idea in plain, simple words and formats.Good, straightforward and simple
languages are greatly valued in business letter writing.

D. COMPLETENESS (58¥) To get the receivers’ responses and achieve desired objec-
tives, our letters should include all the necessary information and data.An incomplete message
may result in increased communication costs, loss of goodwill, sales and valued customers, cost
of returning goods, and a waste of time.

E. CONCISENESS (f#&)  Effective business letter writing should be concise

word, sentence and paragraph counts. We should write in the fewest possible words without sac-

each

rificing completeness and courtesy . Because a wordy letter requires more time to write and read, it
is not practical in the business world. ' :

F. CONCRETENESS (R{k)  Our writing should be vivid, specific and definite rather
than abstract, vague, and general especially when we are requiring a response, solving prob-

lems, making an offer or acceptance, etc. .
I . The General Procedures for Business Letter Writing (RSB & ERN—RTR)

Generally, the writing process consists of the following five steps:
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Determine the purpose of writing a letter;

Identify who the readers are;

Organize the message, which is to be contained in the letter;
Write a draft;

w» AW N =

Polish the writing.

Broadly speaking, business letters are usually composed of the following twelve elements;

I . Letterhead VI. Body of a Letter

[l . Reference Number [X. Complimentary Close

. Date X . Signature

IV. Inside Address XI. IEC (initials, enclosure and carbon
V. Particular Address or Attention Line copy notation) Block

VI. Salutation XI. Postscript

VI. Subject Line or Caption

* The general position of these elements is shown in the following table:

Letterhead

Reference Number
Date
Inside Address

Particular Address or Attention Line
Salutation

Subject Line or Caption

Body of a letter

Complimentary Close
Signature

IEC Block

Postscript
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Among these twelve elements, letterhead, date, inside address, salutation, the body, the
complimentary close and the signature are necessary for a business letter, while the others are op-

tional. Let’s elaborate on each element in the following text.
I . Letterhead ({§3k)

Nowadays, almost every business firm uses letterhead stationery when writing letters. The
letterhead expresses a firm’s personality. It helps to form one’s impression of the writer’s firm.It
is usually the most obvious element in a business letter, taking the topmost part of the paper.The
styles of letterhead may vary considerably, but their contents are similar. A letterhead generally
contains the following information:

@® The name of the firm

@ Its address and postal code

® Telephone number

Internet address
E — mail address

Telegraphic and telex address

®ee o

@ Fax number A trademark or a brief slogan, etc.

For example:

EASTERN TEXTILES IMP. & EXP.CO., LTD.

34297 Shangcheng Road, Shanghai, China
Tel: 6606811 Fax: 6507631
Http: //will.nease.net

E —mail: bexbex@21cn.com

However, if a second page is needed for the body of the letter, a second-page heading is

necessary . It may be written in the following five formats:

EASTERN TEXTILES IMP. & EXP.CO., LTD. w2 =
April 16, 2004

[

Mr. Smith _ April 16, 2004, Page 2

Mr. Smith
April 16, 2004
Page 2
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— Page 2 —
EASTERN TEXTILES IMP. & EXP.CO., LTD., April 16, 2004

EASTERN TEXTILES IMP. & EXP.CO., LTD. -2- April 16, 2004

Make sure that the receiver’s name and date appearing in the heading of the second page

should conform to those on the first page.
I . Reference Number (E&E%HS)

As far as big companies are concerned, they have a lot of letters to deal with every
day. Therefore, it is necessary to classify them according to subject, person, or time sequence so

that they can easily be found and dealt with without delay.For example;

Your ref: ALM
Our ref: 5511/TL

Dear Sirs,

Dear Sirs,
Your ref: ALM

Dear Sirs,

We refer to your letter of November 12, 2004, ref.TY 1160---

L. Date (HHE3) )
% A
The date should be typed or written in full and never abbreviated. For the day, either cardi-
AAA A I——
nal number or ordinal number can be used. However, there is a growing tendency to omit the or-

dinary suffixes -st, -nd, -rd, and -th that follow the day of the month in the date line.For ex-
dmple: 24th March, 2004; March 24th, 2004; 24 March, 2004 or March 24, 2004.

N . Inside Address (& pFhilt)

It is the usual practice to include, in all business letters, the name and complete address of
the correspondent or organization for whom the mail is intended. We include the address in the let-
ter although it already appears on the envelope, because the envelope is usually thrown away. The

usual sequence of the inside address is (Note that not all addresses have all the following parts) :



6 NHEEERE

A. Name of the person addressed E. Name of the city or town
B. Title of the person addressed F. Name of the county or state and its
C. Name of the organization postal code
D. Number of the house and name of the G. Name of the country
street

For example:

Ms. Cecilia Green Vice President

Sales Manager Messrs. ] . Harvey & Co.
ABC Company 66 High Street

123 Berry Drive ' Anytown, AY1 2BF
Minneapolis, MN55106

U.S.A.

China National Machinery Import & Export Corp.
36, Jianshan Road

Dalian, 116023

People’s Republic of China

YV . Particular Address or Attention Line (2 A ZSFEEM)

Usually, when the inside address does not contain the individual’s name, attention line is

used to name the specific person to whom the letter is addressed. For example:

China National Machinery Import & Export Corp.
36, Jianshan Road

Dalian, 116023

People’s Republic of China

Attention ;. Mr.Wang, Export Manager

Biddle, Sawyer & Co., Ltd. - P & G Company
Hadden House 24 Madison Avenue
Fitzroy Street Columbus, OH 43004
London, SW8 25DY, England U.S.A.

Attention of Export Department - Attention of Paul Yang
Mr.H.A.Donnan, please
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John Morris & Co., Inc.

ATTENTION OF PURCHASING MANAGER
O’Sullivan Building

Baltimore, Maryland, 10026

U.8.A.

V. Salutation (FRFE)

The salutation is the greeting with which every letter begins. The customary greeting in a
business letter is “Dear Sirs,” (which is often used in England. Please note that comma is used
he:re instead of colon) or “Gentlemen:” (which is often used in America and Canada.Note that
“Gentlemen” and colon are used here rather than “Gentleman” and comma) .Salutations in
business letters can be followed by a colon, a comma or no punctuation at all.Salutations in com-

mon use are as follows:

Dear Sirs, Dear John: (informal)
Géntlemen; Dear Miss Green:
Dear Sir, Dear Mrs. Smith;
Sir, Dear Ms. White:
. Dear Madams, Dear Sir or Madam,
Dear Madam, ' Ladies and Gentlemen:
Madam, . My dear Mrs. (or Miss.) Bush: (Note that
Dear Mr.Morgan: (formal) ' “dear” must be in lowercase letters)

VL. Subject Line or Caption (ZH)

A subject line or caption, often inserted between the salutation and the body of a business
letter, announces what the letter is about. It is useful as a guide for filing. The subject line should
be placed two-line spacings below the salutation and it is usually underlined. There are different
typing styles for this part:

Subject: Proposed delay of the delivery Re: Proposed delay of the delivery

Proposed delay of the delivery SUBJECT; ACCOUNT NO.689

In re; Invoice No.1120

u. Body of a letter ({5&KIE3C)

This is the most important part of a letter. And the following parts of this book will offer de-
tailed advice for making this part as effective as possible. ‘

Attention here should be paid to the physical precision of the body. It uéually begins with one
or two lines below the salutation. Lines within a paragraph should be single-spacing, and lines be-

tween paragraphs should be double-&pacing.
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K. Complimentary Close (45 EB4iE)

The complimentary close is merely a polite way of bringing the letter to an end. It is usually

put two lines below the last line of the body, aligned with the left margin or the date line accord-

ing to different formats.

Great heed must be paid when choosing the most appropriate complimentary close to match

the salutation. The following salutations, with their matching closes, are the ones most common-

ly used in business letters:

Salutation Close
Dear Sirs, Yours faithfully,
Dear Sir, Faithfully yours,
Dear Madams, Yours cordially,
Dear Madam, Cordially yours,
Dear Sir or Madam, (formal)
Gentlemen: Yours truly,
Truly yours,
(formal)
Sir, Respectfully yours,
Madam, Yours respectfully,

Dear Mr.Morgan:

Dear John:

Dear Miss Green:

Dear Mrs. Smith:

Dear Ms. White:

My dear Mrs. (or Miss.) Bush:

Sincerely yours,
Yours sincerely,

(less formal)

X .Signature (£&)

The signature is the signed name or mark of the person writing the letter or that of the firm
he represents. Because many hand-written signatures are illegible, the name of the signer is usual-

ly typed below the signature and followed by his job title or position. Never sign your letters with

a rubber stamp. It is a sort of discourtesy. For example, -
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Yours faithfully, Yours faitfxfully,

(signature) (signature)

John Smith, Director Cathy Kurtz
Marketing Manager

Yours faithfully,
THE INTERNATIONAL TRADING COMPANY

(signature)

Cathy Kurtz
Marketing Manager

Yours faithfully, i
Per Pro (or P.P.) CHINA NATIONAL IMPORT & EXPORT CO., LTD.

(signature)

George Morgan

Yours faithfully,
For CHINA NATIONAL IMPORT & EXPORT CO., LTD.

(signature)

George Morgan

Note that when “For” or “Per Pro (or P.P.)” is placed before the name of the company,

it means that the letter is signed on behalf of the company instead of the signer himself.
X .IEC Block (B &. MEFHIE)

The IEC block appears on the left-hand margin two or three lines below the signature block.
“I” stands for “initials”, i.e.the initials of the person who writes and types the letter.If

the writer and the typist are the same person, one of the initials is omitted. The following styles



