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Preface

People in business, whatever their titles are, spend a lot of their time each day exchanging
information: calling sellers, presenting to superiors, trading gossip with peers, or writing and calling
customers. '

Whenever there is an exchange, there is also the chance for misunderstanding and the
transmission of incorrect information. Miscommunication is costly to business. It means wasted
time and money. People who can express themselves well are given high evaluation and praise. This
skill, the ability to communicate effectively, may bring good results in business for both the
individual and the organization.

The purpose of this book is to help people master the skill in letter writing. Writing good
business letters is not very easy. Trying to string words together so they are clear and say what you
mean is a true challenge. Writing good business letters can be learned, if you practice all the time
until you are successful.

Here we would like to thank Mrs. Gong Shumei who gave us good suggestions on this book.

We are grateful to Mrs. Wang Li and Mr. Shen Shihong who helped us all the way in language
and editing, and also gave us some valuable suggestions on writing the book.

Finally, we sincerely hope this book can help you a lot in writing business letters.



Contents

Unit One Business Letter WIitiig -+ seeereermmmmismmininnin e 1
Part] General Introduction -+« ---ssssserrsrsrseasersrsssrcnrsrmsissnssassssiniassessersssasse e 1
Part II Structure of BUSINESS LLetfers ««r occeerererrrrtresceniiitiimiiiiiiiiioteiiresi sttt issanss 1

1. Standard Parts of Business Letters:r=-r=«--s-srrrareerermriimmtieiiiiiiiirsesiinirmciinisecsemeie, 1
2. Optional Parts of BUSINess Letters -« «+++reresrsrsrssmessssrerminiiiesssises s 5
3. EVElOPE WL -+ ++sreresresersessssssnssmssstststs sttt bbb 9
Part III  Layout of Business Letters -+« ssesersssrssssmssisssssssissisnstinsssss sttt st 9
[0 LR LT T T T T P T P PP PP P T T T T TP P P P P TP PP PP PP PP PR PPPPPRYSY 12
X EICISES ++++++++sseessssasrtatiertsesiteattanbseessaetbaetbe s bb e sn et e e st e banesae s e s b e s se e sn s sneesaeesnrenrreess e neebareesnreenns 13
7] R e P T T P P T T P P P T P PP PP PP PPYPPPPYT TP YPPTIYPRRY 14
Unit Two Seven “Cs” in Letter Writig -+ +-rrereeresseressstnmssmsm st 15
Part ]  General INtroOQuCHiOn -« e sessssesessressersersrssmnnmsineinmsesimseiineisisessisissnsessresssnsssneismssssress 15
1. COUILEEY -+ e +ssesererssressass sttt 15
D CONCISEIIESS #++++se++r+erreerersressessnessnississeernssssesstesssssessnssnsessessesssssssensessnsessssnnssasesesssessesssesssnssenses 16
3, CLALILY +++eeseseerereuserssrntsts st eSS 17
A, COMIPLELEIIESS +++++++++++esrssrssesrssrssessssrs e sast st s bbb 18
S CONCTELEIIESS v 7+ +# s vt rroserrratttutttrnruiisreriiiisesrtetttssesesirecoassssressstsnensesennsnanertsrasesersnasenssarnencensan 18
6. COTTECIIIESS *+vrrtesvrrrtrrerrtstriittitatriiirer ottt tacatttatttrtatterrsntastssesesttosetiansrassatetmasnatasnsnsinnstatsstes 19
R OTs 113 (e sy ez 18 T0) | R LI L R T T T T e P T T ET PP T LT LR PPV VTP PTVIVRPIPSTPY TS 19
Part II  Technical WItiIg -+ ++++++sessesessessessssssensssssessessis sttt 20
1. Gather INfOrmation «-------++++ersesreeesseraressesresuessesseessesssesssessesssessrsssessssssassensens e 20
2. Define the REAQET :+++++-+++rrererrsrerrresrarererruesressassnssssesessnessrsrrsessesssassesssassnesssssssarssssssnssssesssssssans 20
3, DEfINe the PUIPOSE: -+ wsssrsrssssssssssssssssssssisrissris sttt s s 21
4. Using Pyramid Writing TeCHIIqUE -+=+«+++++sssessssssssssessmserssstusinsisstisssssssanusss s sscscnsnanes 21
N Qe rr v erserrrnreeriannstiitutnentatiticecastieetiaentncnrarasneasanasaononsntronsenirasersttiesstoiatatsssssssssnsntosasstorsssisbasianes 22
ExerCiseS .................................................................................................................................... 22
TTAGKS ++++++eereeserresssnresstssersesaitstesisaressesesessiseeee s st e e saaar e e eas s st et e e et e aaasan e e ta s e aeten e s n e e e s nan e e s et an e et s ne 23
Unit Three Establishment of Business Relaﬁons ....................................................................... 24
Part] General Introduction »«rosr=rrrerreerrsrmrtm s e s ss sttt e ea 24
1. Channels for Establishing Business Relationsg = «sesseseeresemsinesrsmmcisiinieicii, veeer 24
2. WIHtINg REQUITEMENES +++erserssersssssersserssrsmssssssmsssssssssssssmssssssrssnassrssassct st 24
Part I SAMIPle Letters «or st sersessesersssesssstssstssstiiistiisssstststesstitstssssssssss it sssas s ssssssssssasassssssssons 25



X EICISEE +++e++++reerereeesrsssutenssimsisueeeeresessasareesse s sbarreaesss s s areessa i s e s e es s s e s s s b b bsesas s bbb e s s easa s snsanannes 35
TTAGKS +++++vetes10ss00nntnttsseirerntensssninnsnenssseieasrannrnerse s et b e e s e1e 1o e e IS e isse R Rt Teiees roaRanEOsestes bbbt eetes s sassnannes 37
Unit Four Credit Inquiry -+ trtresevesranenrecsasavanans e rereeterutaerare it eeeranrnraearrrrrasateras e 38
Part I General INtrOdUCHion «++ ---+++sssssreermssrermririeenriiireecsseersesneeisitaseessssesesessnssesssssessssssessosssnnesans 38

1. Channels for Making Credit INQUIry: -« -+--+ssssssressssemmesmmmiminmsissssissnss st s 38

2, WIiting REQUITEIMEIILS -+ +e++s+ s eseressrsrstsnniitstssinits sttt 39
Part IT  Sample Letters - esesseresssrrssesmansssssesssssssistsissssssssasssssns e e 39
INOLES -++#+++++rsreraerersassssumnrrrinaeeisareeaareaanrasetee e e sabateesesssssntesnensse s s s e eae s e sabaneaesennass S R II T 44
USEIUL SENLEIICES «++vr+rroererrrrsrrsrseemnanne et s 44
EEXEEISE e rer et sses s et s sees s ees s s st st esss s s e ers e e 45
FTASKS «+++vvveererarnrnresnranasesnnuneeersssassensetessssnrenseesiassssantesissssanreeesore bbb e e e e e s e s b e e e e e s s bbb e b et e e e nnnaaee s 46
Unit Five  Enquiry and Reply - s sersstssmsinsnisisssnn b 47
Part ] General INtroQUCLION -+ +--+-+ereessrrresrreeersrismmmmmaienasessittisssaesiseeessnesesseessssesesesssnnssosaesssssess 47

1. General Enquiry and Specific ERqUiry -« wsssesssrssiersemnssnninsins s 47

2. WHting REQUITEMENES -+ reresseesessesssssssnisisssstistises sttt sttt 4]

Part IT  Sample Letters « reeerersrssesssmsssmsniiiissesiniss st e 48
INOLES ++++ e rrrsrennansassnemnnereeieessatneesesssateasees s i bbsee s s s e s s b b e s e s s s aabsebbnrteeennnnnaeeeesssnnnants B 53
USEFUL SEMLENCES +++++w+esresrerrersrsrsssssnssssssnssssssssassssssssssssassssssssss s ssssssssesssssssassssnsens S 54
EXETCISES -+ vrv++++sernsrrreersansanrureeeearasinressessiaaettasss e aarasre s se s b e e e s ee b e b b re e et s s s e b s e s e mbebe b e e s e e nannennnes 55
TTASKS +++++ v+ v+ eeermenttttnttiiieeae s et e et e et e e et erea s se e e e oot et et r e aetr s s s s s e a e e n e e e e enennan b raaeaanarerea 57
Unit Six  Offers and Counter Offers - ieseresiisirini ittt 58
Part I General INtroQUCHOmn -+« - --+++rrerrrersssnrrresessrreriirneessistrississessstesesesserssssssessssssasessssnsessssssneess 58

IO 3 0 L OO ORI 58

2. Offer without Engagement (non-firm offer) -+ sesrsessssmnisiisinmmnnnisiiinsis 58

3. FiIL (OfFrs-++seveesresesraseneeeeeemmmmumnirsssrssssesettnestessmrnssarnssssssssssssssssssesssssnssnensonnannsnssnsssnsesessaasnns 59

4. COUNLET=OFFEr +++vvrereererssrerrermeerersrrsreeniesisnsiestiiisrentriiesissnrestssssnarssessisssssenessssssaneess Messerrisannens 59

5. Two Ways of Writing Offer Letters -+t erserteasmisitinimitei s 59

6. WTiting ReqUITEIMEnts -+ -+ ++ssseessessssersssmssssssssisasnsanes reeeereaiesessasaa st teaa sttt arna s eraren 59

Part I Sample Letters -+ -+ essessseresssentustsmttit sttt bbb s 60
INOEES +++++ 444t tntererrnrttetsessnittaeaes st aar s e s aa e s aaraesaaa s s R ans s e s e e s s ssses e et sananr et seaa b s anees s et banaresteasanarranness 66
USEEUL SENLEIICES ++++v+rrrrrsrsrrreerrrsrsitnsuarserressssnsessetasssssnmeiiisesatesssssshbnssssssnthnbnmeessamamsneraseassosnsnsesens 67

X EICISEE +++++v+eersrssnrererasseessestteisisutrteinstaesseisraeeasnssasssseeesrnsssesastnesessbessosanessnssanrsoeaatesssbesesssantenas 69
TEASKS ++#+v++serrensnnertnmmmaasaarrrertssssssstreresesesbar e ae s ar st seere s bR b e e e e e s b e e s E s e Ea R aa R e e s s be e e e e s 72
Unit Seven Acceptance and Orders: - ees PO 74
Part I  General INtrOQuCHIOn «-++++-s++++=srsrerrrrsrerrrsstaressssesestunerisiatssesssssossnesssrasassssssasessssssasssssssnenas 74

1. Confirmation 0f ACCEPLANCE -+ ++++++++sessessserssststmtitns ettt 74

2. Placinug Orders «+++ s ssssstsasereuntieet sttt 74



3. Writing Requirements ............................................................................................................ 74

Part IT  Sample Letters -+ s rrsesessessssestseetrstst sttt et et s 75
e 00 TP PO 80
TUSETUL SENLENCES +++++2sr=rrsrsssmtrrassrerssasurerasisasssasteatasantesrasantentsarasessansasssnraessssosesenssnsssessensessanaas 81
X EICISE@S weee+++vreevtveeserarnrteessssiantaessssasiestnnrieeasesnsratsonessattetesestoisstraessissssnteessenssssnannansassssnnseersins 82
T O O 0 U U USRI 85

UNEE FIGHE  Paymient st 87

Part I General IntrodQUCHIOn -+« ---++++===sseraserarrsrsssreesrssirrresisnessssssrresssseesssssnesssasttssnssnessssnsanassnnanss s 87
1. The Modes of Payment in International Trade «-+««--sstrsssessessusssmsasainmriensssnsassessnsesnnens 87

. RCITILAIICE -++++++++++++++t+ssssrssssnesastessaassettta st e st e st s e et s s e s s r e s aas s e n b e ana s bbb e s abnen rereeeveniae 87

3. COIl@CLIOM +++++overerrrsreereressnresassunetssitasssestta s s s st e s e s et ea e s hn e s e et e s e ae s e s s e an e e e st b e e e e s at e e e e s anaea e bnanas 88
4. Letter Of Credit -+« ---e-rrrreerreerermrretteramraarsitetseaiiasteteraassertanrseesaaasstteesassssnsssnssssasssssnseesssossnnnsees 88

5. Establishment of @ Letter Of Credits -« - rser-rrrrrerrertrreassrirmmsrninisseemirtssrmmmieamsiareii 89

6. Letter of Credit Amendiment - - -« ----sssssseemmremrammmetimmititnrerrarirsaeesrnessnesiesarsnnnessesseraesn 89

7. WIiting REQUIFEINENLS +++we+++esseeresesersnrestnnmtstmnststes sttt bbbt 90
Part T SaImple Letters «ovwrerersrrerseseesentstnssstsustssnstsr ettt st st s 91
INOLES #++++++r=rereesrrnesneteraaes sttt e se st aaas st s s r e e e e e s s e e e e e e e e st R e et e e e e et s A r e s aa e et R R e s s e e b b bnnrteesenan 96
TUSETULL SEILEIICES «+++++++++resreeersassssatrarasasatttnreastaassanressanasssttrsneresssssnsstesseassassreesonmanssssnsessessssnsees 98
X EICISES -wv++##++++nerrtnrransersinetrettserrertsteeenit b berrtettaes s bar e taesa st ta e e e re s s e nantesean s rabasnesssanansnabenanasssnnnnrnns 99
T T 0 U0 U SO P 102
Unit Nine Packing and SHIpment -+« ettt e, 104
Part I  General IntrOQUCHIOn ««-+--+++sssrrrssssrrtsrsssstrrasarierissinnesisesnesssssnessssnesssensssssnsssnesanssasssessanes 104
L. PACKII #+eveereeresrsessuress sttt s 104

2. SREPIIEIE-+++esersrressessassssssess sttt s SRR 106
3. WIting ReqUIrEIMIEnts -+ resestersssseresomststttni sttt sttt 106
Part II Sample LLELLEES ++v++++ovres+srrrnsnsssnmnnusttrrrnurtnttaeatrraaiaeisnsssisaassssasesssarnnaranserteraneserneesaesaranansaans 107
D N T U SR RPN 110
TUSEEUL SENLEIICES ++++++ssr+erssssrrerassstrrsssennrsasssineiassantesassstersisteesesrastesessstnssasatssesssnsessassnnessssnssssess 113
X EICISES +++vrreersrrrrsorsurrersrnteraasteii e e sa e et s s n e e it e e et s s n s aae s sa b e e e s e b e s e s e aneee s ae b b ae e s aa e e e e s saees 114
TAGKS +++cc++eereetsasanteessasnetansssansraantrasi et aas s n s by et r e RS e st h e s a TR e s e e s e bR s e bR e s e e AR e e e ra e e et 117
Unit TN TEMSTITBILCE -++++oeveerreesoretssnstrentriite ettt aa et ettt s b e et ettt sean e e b e s e at et e e s sme e e rna s s neaeatanens 118
Part I General INtroQUGCHOR -+=-+-=+--++r=sssrrerrerssrremsrssersesstnsissttiesresstaissssessssssessssssassisssnssassasesens 118
1. MATID [ISUTAIICE *++++++++++++#+#e+stmesrettansscrotmt et b e et e s et e e et e ae e m s e s n e s b e e e e g e b asn e s s n e e e aaa s s naenasnreas 118

2. Parties of the InSurance:«----«=+=+-sssesseses DT 119

3. Main Insurance Coverage .................................................................................................... 119

4. The Procedure for Making INSUTAINCE «+:+++w+eseeressesssrrstismmiseserimuesssssisssssessismssanssssssssonanes 119

5. WIIHNE REQUITEIMEIES - wsreeessrrestsssrrssssstststntitseuniststtssststsns st sassne crentenses v 119

Part II Sample Letters ............................................................................................................... 120



TUSEEUL SEIEEIICES w+++++#+errrrerentrrsinserstsstasstsisissressrestesttsnesasa s st s ta e s s ea e st e st st st aams st 124
X EICISES -+ +vreresrersrrsraessesserssnnressersteteese st st e e e e Lo b E s e A E S A et b s R b s e R s e e s b e s s ae s b et 125
TTAGKS ++++v+s+reserressnasnnerarnmaanest st aes st s s et L e ST e e e st 127
Unit Eleven Complains and Claims -« e 128
Part I  General INtrOQUGHIOn =+ e+ - srereeesrtertsstemsistiististst sttt 128
1. Kinds ofComplaints---'----------------------------? ........................................................................... 128

2. MaKIDg @ Claim esseesseessesseessemseessmmsems et o b 128

3. AJUSHIG @ CLAII -+eereerereressersersererm ettt s 129

4. WIAtNG REQUITEIMEIILS +++++r+seceeersseeesemsssrssssssmmtsssessos st 129
Part [T SAMIPle Letfers s s+ eessesserssrssersstrstustisssinss st s 130
e P 0 R TIN A TOLO IR 133
UUSEEUT SENLENCES «++++v++svsseresrerrarmerstastnsststeerr it tsree s A e e s a s e e e e e s E e bt et e s sttt s e bt 134
X ELCISES +++++++rerrrerrertsrnssnssnersssctat ettt st e bt e e s e Lt s e e e LR e e e e s A E e e R e R e b e L e L e s s st 136
TTAGKIS ++++++r+erreessnstranenmeseeneenser ettt E e e e e e s 139
Unit Twelve Communication through Electronic Media -+ 140
Part T @il --eeeeereesereereersarennesestorsotonsesintitiss onitses ettt s e s e s 140
1. General ItrOdUCTION +«-+++++ressrsrmrrrsssrmtrtn st en st e b 140

D CharacteriStic OF FIN@il -+ -rw-errststesresrtrrtmirimitiire sttt s e 140

3, il NEHQUELHE r+rerssressereseesserssssesersssmmsees sttt s 141

4. EN@i] FOTIMAL -++++v+s+ereesesserersssstonsnmssssestsistis e et st e st st e e R b b et d e b e B s a s sa bbb 141

5. WIAtIng REQUITEIIEILS -+ ++eessrerersessensesremsemserssis sttt e 142

6. SAIMPLES+++++e+rreresseesseesseess et s 142
INOLES -+ ++++esnrseererrensrsssmaressensassaseasestsreassaeaa et s b s e e s e e e RS E s R LR R RS Ra eSS 144
T ECITIITICI T 145
TTAGKS #++++s#-eeteserrersessesneasnasaasson et s et bbb a e E 145
Part II  FaX ----seeeeeseesesnasearessesessesesmmtentoststosiesetnae it es st e s s e e a e T L s s s s d e s et sttt 145
1. AGVANLAGES OFf FAX ++rt+reseessesrtrssrsssesstrstrmst sttt b 145

2. SHIUCHUTE OF FAX ++veeererereeeererressestmimntits it ettt 146

3, WHIting REQUITEIMEIIES -+ +tsssersseesrersttrsstrssessmasset st 146

4, SAIMPES-++++rseererressersssrssremsres st 147
NI QEES +++++++etrersensrrasasnssnassemnensenssneess et ae bt d oL L e L e b SRS e LR e 149
O e T R LALLE 150
TASKS w+erveevsrearersensesensenransases e eat oo s et aa e b e e ea e LRSS e 150
Unit Thirteen Writing Business REPOTES -+ weeeessesrmnsisininiinsmss s 151
Part I  MEMIOS -+r+eesrsereeeerersnesaessnmsasssssssuennssanoncanns SO PO PP 151
1. General INtrOQUCHIOm -« -+-++++reeresrsssrmstmstmstertististiitres et ettt sa et et 151



3. Components of MemOS ................... et me e uareutaniariment aionoasnasaitesneredrarrotoc usearsosesnstoesnrnstsitonseinn 152

4. Three Main KInds Of IMIEIIOs +--«+++++++=s1rseestrrsssasasassristeasnnnsessesssrasesssrssintssssaerssesssssnsssssesennes 154

5 \ samples ................................................................................................................................ 1 5 5
Notes ........................................................................................................................................ 1 57
ExerCiseS .................................................................................................................................. 157
TaSkS ........................................................................................................................................ 1 58
Part I1 Infomal Reports ............................................................................................................ 158
1. General Introduction ............................................................................................................ 159

2. Five Kinds of Informal Reports ........................................................................................... 159

3 . Report Fonnats .................................................................................................................... 159

4. ertmg Requirements .......................................................................................................... 160

5. Samples ................................................................................................................................ 160
A0 £ R LT T T D T Y T e S P P P T P T T L T P PR LT PPRTIDSPPIPT TP 163
ExerCiseS .................................................................................................................................. 1 63
Tagksg reereeemerenerinncaeaas D L LL LI T P T D e e T S P T PP LR PP P 164
Part 111 Investigation Report ..................................................................................................... 164
1. General TNtrOQUGCHIOM -++--+++++sseressrrerrmarrasiarssttsitesste st e rs e st e sa e s et e s bt s ene s s r e s s e s b e e basesbaaabanens 164

2. The Parts Of Investigation Report ........................................................................................ 164

3 Samples ................................................................................................................................ 16 5
NOteS ........................................................................................................................................ 1 66
ExefCiseS ................................................................................................................................. 1 66
TaSkS ........................................................................................................................................ 1 67
Unit Fourteen Notes and Messages ........................................................................................... 168
Part I Notes and Messages ........................................................................................................ 168
1. Geﬂeral Ut naaTen0Tern o) RORLL R e T T T P T PP P PR PP E PRI 168

2_ Layout of INOLES »ererrrerereertrrirtnt it tri ettt et s rsarar i s st st roesrtatsatatesansntantrsasantasnas 168

3. Guideline for ertmg Notes ................................................................................................ 168

4. Kinds OfNOteS ..................................................................................................................... 168

5 Samples ................................................................................................................................ 170
Notes ........................................................................................................................................ 1 7 3
Exercises .................................................................................................................................. 1 7 3
Part 11 Invitation Cards and Letters .......................................................................................... 174
1. General In.trOduCtion ............................................................................................................ 174

2' Parts of IIlVitati()n Letters .................................................................................................... 176

3_ Kinds Of Invitation Cards and letters ................................................................................... 176

4 Samples ................................................................................................................................ 177
Notes ........................................................................................................................................ 1 8 5
Exel’CiseS .................................................................................................................................. 1 8 5



Unit Fifteen Writing Persuasive Résumé and Covering Letters «------eorererseesenee sereesssesens 187

Part I  RESUME -+oooveeeeererreseseesssmsessusssiitisssntsssss st ssiasssstsss s ssnsannas PP 187
1. General INtrOdUCHiOn -+ «+-+==ssreesserrrsrsarrrmestasrsst bttt sttt s s e s s 187

2. COMPONENLS OF @ RESUIMG +++-++++csseesseessesssessesstsissistsuseniens sttt sttt 187

3. TYPES OF RESUIMIE ++errerressssseressresstssesssss ettt s 189

4. WIIDZ REQUITGIMEIES +++++er+stssesresssessessesstsscmm sttt i 189

5. SAIMIPIES-++rreerrssrsresserseesten et LR L e 189

Part [T COVEIIDE LEtErs - srsseesersserssessrestarsessecme sttt s 197

1. General Introduction -+ --+=-+sssssssserssssssessersiensstisiistsstisessesnsssasssnes teeterersee i aneressnneseaas 197

2. TYPES OF COVEIING LEUErS:++-+++sersstessesserstrssersrssirstiistsisit sttt b bbbt 197

3. WIHHNG REQUITEMENES --rrreeeesssssssssssssssissssisssssssssss st srirss s 197

Q. SIIPIES:w++rwrsssrssesssasersssssers sttt 198

NN QLGS ++++++srserresrrsrstaseasrassutssensssasentsae sttt st s e eSS 200

R T O P PP PSPPI PO PSP TR 201
TTAGKS #+++++++sesrsesrsenasenssensnnsensentessennenansnsneestaas et e b e h b eh bbb 202
JKEYS £0 EEXEICISES r++r+rs +oerrerreess et sttt 203



Business Letter Writing

In business world, letter writing is one of the most important forms of writing. People in
business circle regard this kind of writing as the most significant. Business today relies on the
satisfactory exchanges of information because communication is the lifeline of modern business.
Commercial communication is of vital importance in making the circle of business run smoothly
and efficiently, such as selling products and services, establishing credit and collecting money,
handling complaints and misunderstandings. Written forms can secure complete understanding
between the parties involved. Transaction of any importance must be reported on paper. It
establishes a record that can be used for later reference. The written words stand as a permanent
record of each transaction. Therefore, most employers hope their employees can write efficient
letters to deal with different kinds of problem and offer useful messages to their customers. In the
first unit, we will discuss the basic knowledge of writing business letters.

There are many types of written communication, including letters, memos, reports, telegrams,
telexes, resumes, etc. However, business letters are a common communication medium. They are
frequently used in commercial communication. Routine matters can be completed efficiently with
the help of letter forms. So business letters still play an important role and they will be never out of
date. The characteristics of business letters are as follows:

3

Business letters are formal and can be kept for a long time;

o
S
23

Business letters stand for the image of the firm;

+ Business letters are part of the legal documents to the contract.

1. Standard Parts of Business Letters

Business letters are often evidence of an arrangement or a contract. They must be written
carefully. Usually there are seven standard parts.

% Heading (/53k)

< Date (H#D

< Inside Address ({5 AHhE)
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% Salutation(F#RFF)

% Body(1F30)

% Complimentary Close(XL35 45 i)

< Signature(342)

(1) Heading , _

The heading section contains a printed letterhéad and a typed date line. It’s the writer’s address.
The letter heads give such information: the firm’s name, address and postal code. Sometimes it may
also have telephone number, telegraphic address, telex number, fax number and the kind of business
carried on. Example:

ORIENTAL CHEMICAL COOPERATION
437 South 5th Street, Calgary AB, Canada T2P 5K1
Fax: (010) 403 4609490 Tel: (010) 403 4607375

(2) Date

The date on a business letter is a very important piece of information. All letters are dated. It
includes: the month, the day and the year. For the day, either cardinal numbers or ordinal numbers
can be used. There is a growing tendency to omit the ordinal suffixes -st, -nd, -rd and -th that follow
the day of the month. When using letterhead stationery, type the date a space below the last line of
the letterhead.

The date should be typed or written in full. Never give the date in figures for it could cause
confusion in different countries. For example, 6/7 2003 would mean July 6, 2003, while in the
United States and some other countries it means June 7, 2003,

(3) Inside Address

The inside address consists of the name and complete address of the person or company to
whom you are writing. Usually it begins on the second line below the date line, at the left margin.
The inside address is comprised of several parts. The usual sequences of the inside address shows
below:

*

< Name of the person addressed
+ Title of the person addressed

+» Name of the firm

< Number and name of street

¢ Name of the city or town

+» State or province and post-code

++* Name of country (if necessary)

Whenever possible, address your letter to a specific individual. This will enable the letter to
reach the right person or department without delay. When doing this, use his or her official title
(President, Sales Manager, Director, Sales Representative, etc.). Traditional courtesy titles (Mr.,
Mrs., Miss, and Ms. ) can also be used. Except for these, titles are spelled out.

For the punctuation it can adopt the open style and also close style.
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Open Style

Mr. Edward Lee

The Sales Manager

The Bradley Chemical Corporation
350 Park Avenue .

New York NY 10017 U.S.A

Close Style

Mr. Edward Lee,

The Sales Manager,

The Bradley Chemical Corporation,
350 Park Avenue,

New York, NY10017, U.S.A

(4) Salutation

The salutation is the complimentary greeting. One line below the inside address is the

appropriate salutation. Its form depends on the writer’s relationship with the addressee. The
salutation or greeting should accord with the first line of the inside address. Such as:

% If it is addressed to “The Smith Furniture Corporation,” that means you do not know the

name of the person you are writing to, use these “Dear Sirs”, “Dear Sir or Madam”, “Gentlemen” or
“Dear Mesdames”. It is always advisable to try to find out a name.

<+ If it is not clear whether the letter will be read by a man or a woman, you can use “Dear

Madam or Sir”.
“Dear Sirs,” is commonly used in the U.K. The punctuation should be comma.

% If you know the name, use the title (Mr, Mrs, Miss or Ms, Dr, etc.) and the surname only. If
you are writing to a woman and do not know if she uses Mrs or Miss, you can use Ms, which is for
married and single women. But today’s trend toward informality encourages writers to use first
names in the salutation: “Dear Jack” instead of “Dear Mr. Sleigh™.

9.
”

e

< Americans or Canadians usually use “Gentlemen: ” or “Dear Sir: ”. Here the punctuation

should be colon.

Salutation People to Address
» Dear Mr. XXX
» Dear Mrs. XXX > Men
e . » Married women
» Dear Miss XXX N X
> M. % Unmarried women and girls
s » Women, marital status unknown
» Dr. XXX » Physicians, Ph. D. holders .
> Prof » Professors and any holder of a professorial rank
o » No special reference, formal
» Dear Sin(s) XXX Y
» No special reference, formal
» Gentlemen .
. » No special reference, formal
» Ladies and Gentlemen . .
. » You don’t know yet who is the recipient
» To whom it may concern » Close friend, info
» (Dear) first name only
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(5) Body

The body or message of a letter begins one blank line below the salutation. The body or
message is the part that really matters. Two things should be considered: A. your aim; B. the
appropriate way. v

Each paragraph in the body of a letter is written to accomplish a particular task or tasks.
Usually the body of a business letter includes three parts: opening, middle parts and the last part.

(@ The opening: The opening paragraph is like a headline in newspaper. You should indicate
what the letter is about and get to the point immediately. Businessmen pay great attention to
efficiency. Do not let them research the whole letter to find the subject. When there has been
previous communications concerning the subject, it is necessary to make a brief review. Generally,
make the first paragraph short; a couple of lines should be enough.

@ The middle: For the middle part, put details in the middle part, let the reader know what
you want him to do in order that he may react as you desired. Necessary background and supporting
information should be provided in the middle parts. Remember each paragraph should deal with one
topic only.

® The last part: The last part is as important as the opening one. It should conclude or restate

~ the key points, request further action of the reader. '

A friendly tone for the whole letter is a necessity.

(6) Complementary Close

The complimentary close is dparting gesture. It is a courteous way to bring a letter to an end to
avoid too abrupt ending, adding nothing to the message. Some phrases in common use are as

follows:
Formal Semiformal Informal
Yours faithfully Sincerely yours Sincerely
Yours very truly Cordially yours Cordially
Faithfully yours Very cordially yours (Best ) regards
Take care -
Thanks
Love

Generally speaking, if you do not know the name of a person, end the letter this way: Yours
Faithfully.

If you know the name of the person, end the letter like this: Yours Sincerely.

(7) Signature

The signature of a business letter usually begins one space below the complimentary close with
the firm’s name. Below it enough blank (usually three lines space) is left for pen-written signature,
the name and title of the signer are typed below the pen-written signature. The written signature and
the typewritten signature must correspond exactly. Never sign a letter with a rubber stamp. It is
impolite. When writing the name, given name first, family name last. If you think the person you are
writing to might not know whether you are male or female, put your title in brackets after your
name so that the person knows whether you are male or female. Example:
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Sincerely yours

SMITH FURNITURE CORPORATION

Franklin Smith (Mr.)

Franklin Smith
Managing Director

The whole letters should be carefully planned. When writing, write simply, concisely,
courteously and grammatically. Type correctly, and try to make the display artistic.
2. Optional Parts of Business Letters

Sometimes it is necessary for a business letter to have optional parts. They are:

+*» Reference Number

+ Attention Line

¢ Subject or Caption

% Enclosure

¢ Postscript

¢ Carbon Copy Notation

(1) Reference Number

In business letters, references are used as a useful indication. The reference enables replies to
be linked with earlier correspondence. It may include a file number, department code or the initials
of the signer of the letter to be followed by the typist’s initials. Many letterheads provide spaces for

references. Example:

Your reference:
Our reference:
or

Your ref’:

Our ref.:

(2) Attention Line

In a business letter addressed to a company, you can use an attention to direct your letter to a
certain department/section or a particular person. Sometimes you may only know the surname of the
person thus you can not write the name in the inside address (which needs a complete name), at this
situation, your letter to be promptly attended to by any other member of the company who takes
care of the business of the address for the addressee in case the latter is absent from the office.

This section begins at the left margin, it is generally inserted between the Inside Address and
the Salutation, with one space above and below it.
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This line may begin with the word Attention, or the short form Attn, punctuated with a colon,
followed by the addressee’s name and business title if available. Example:

ABC Trading Corporation

334 Western Lane

New York, NY 10027

Attention: Ms. Michelle Johnson, Export Manager
Dear Sir:

Thank you very much for your letter...

(3) Subject or Caption

The subject or caption in a letter summarizes the topic of the letter. It is often inserted between
the salutation (two lines below the salutation) and the body of a business letter. When two firms
have a lot of correspondence with each other on a variety of subjects, it tells what the letter is about
efficiently.

Subject lines should be informative (not just “production plan” or “spectrum analyser”); they
may be preceded by Subject:, Ref:, or Re:. They should be set in boldface type, capitalized, and not
underlined Example:

Example 1: Subject: New Price List
Example 2: Re: New price List
Example 3: New Price List

(4) Enclosure

The enclosure notation merely tells the recipient that something is included in the envelope
along with the letter. It remains the recipient to check. It may include catalogues, price lists, samples,
invoices, etc. When there is something enclosed with your letter, type the word “enclosure”, or
“Enc., Encl.” in the bottom, at the left margin. Here are some of the forms commonly used:

Example 1: Enclosures/Encl./Enc.: 2 invoices

Example 2: Enclosures/Encl./Enc.:
1 B/L
1 Photo
Example 3: Enclosures 2
1. Signed Policy
2. Price list

(5) Postscript
For the value of the postscript in a business letter, someone think it serves a useful purpose,
and others believe it should never be used because they think that anything needs mention can be



