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Unit 1 Language Features and
Layout of a Business Letter

General Introduction

The intercourse of business letters is an important component of commercial activities,
and it is “holding a commercial conversation through words by post or other communication
ways”. A business letter is the outcome of careful consideration. It can reduce considerably
negligence or misunderstanding which appears while phoning or talking face to face. Hence,
it is necessary for students to study the basic knowledge of business letters and improve the
basic capability of reading and writing business letters.

1. Clarity

Above all, a business letter must be clear and easily understood. If your letter is
ambiguous, it might bring trouble to yourself as well as to your reader. While presenting an
idea, you need to follow a clear logic. To avoid ambiguity and confusion, you should use
simple and accurate words, short and simple sentences where appropriate.

2. Conciseness

To be concise is to express a message completely in as few words as possible. In
business correspondence, this means increased effectiveness and decreased cost. Wordy
expressions and redundancies are the major blunders to overcome.

3. Courtesy

The principle of courtesy requires one to be thoughtful and polite in writing a business
letter. If you put yourself in the reader’s shoes, considering his or her needs, problems and
emotions, your letter will most probably be appreciated. Normally, punctuality is stressed as
an important aspect of courtesy in business correspondence. A prompt letter is always more
valued than a delayed one.

4. Completeness

Like any other letter, a good business letter should be complete, providing all the
information and data necessary for a specific issue. If any necessary piece of information is
lacking, the reader will have to write another letter. It will not only waste time, energy and

money, but also damage the image of your company.

5. Correctness

It goes without saying that a business letter should be linguistically correct. Incorrect
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grammar, improper punctuation, and wrong spelling are not allowed. Besides, the letter
should be written in an appropriate style and format.

Evidently, a company will leave a very favorable impression on its customers and work
with high efficiency if all its business letters are clear, concise, courteous, complete and

correct.

Layout of a Business Letter

A good business letter can play an important role in trade, increase friendship and obtain
complete understanding between the parties involved. Generally speaking, the function of a
business letter is to get or to convey business information; to make or to accept an offer and
to deal with matters relating to negotiation of business, etc.

It is better to follow established practice although choice of layout is a matter of
individual taste. A good form in letter-writing comes from making correct practice habitual.
It is a good plan to adopt one form of layout and to stick to it. Basically, there are several
acceptable patterns of layout. The three most popular forms are indented, blocked and semi-
blocked. A business letter usually consists of seven main parts and several optional parts.

Seven Main Parts

1) The letterhead ({5:k)

2) The reference and date (4s5 1 H HA)

3) The inside name and address (&} FRAIHAE)
4) The salutation (FRIF)

5) The body of the letter ({5 3C)

6) The complimentary close (45RBAKIE)

7) The signature (%£4%)

Some letters may contain more parts which are optional as shown below :
8) The attention line (WfFN)

9) The subject line (ZFH)

10) The reference notation (&P AR5 )

11) The enclosure ( fft{4)

12) The carbon copy (#5i%)

13) The post script (5 )
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Electric Co. Ltd.
6000 Lincoln Drive e
f& 3k
New York, NY16543 1
Tel; 732 - 524 - 0400 Fax: 732 - 525 - 0622 E — mail ; carrie@ jnj. com

Ref A !
Our Reference No G =

Your Reference No.

3 June 2009 ﬂ

Mr. Lee ping

Singapore Moulds and Tools Centre Pte Ltd. ﬂ
Blk 6020#01 - 02 ’
Ang Mo Kio Industrial Park 3
Singapore 569474

Attention; Marketing Manager

Dear Mr. Lee, 4!—%_—"}‘ ! =

Re: Arrangements regarding Mr. Tangs Visit

I have received your letter concerning your wish to send Mr. Ngoh Tiong to visit us at
Actex Co. Ltd.. I completely agree that a visit by one of your senior staff would be
beneficial to both of our organizations.

I should therefore like to arrange a suitable time for Mr. Ngoh Tiong to visit so that he
may derive maximum benefit form his time with us.

From our point of view, he can stay as long as he wishes. May we suggest a week-long
visit, followed up by periodic visit afterwards? If this is convenient, perhaps he could
join us on 15 September.

Please let me know if this arrangement is satisfactory.

Yours sincerely, @

Ken Fukuzawa %% 4

Ken Fukuzawa
Public Relations Officer
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Enclosure: Plan ! M 44

CC. Mr. Kokubo ( General Manager) S

Mrs. Smithson ( Marketing Manager)

P. S. Wish to see you soon.

=
il

1) Letterhead or Heading ({§3k)

Letterhead, often already in printing, contains the writer's company’s name, address, post
code, telephone number, fax number and e-mail address. Sometimes, even the logo, names of
Chief executives or icon of products are printed in the heading. The printed letterhead is usually
artistically designed and printed in the center or along the left margin at the top of the page. It is
important to note that a postal address in English is written from the specific to the general.

R BAEHE L — M LUTEE R B B, & R G A A AR ZFR bk B4 . BiE 5
T AL LA TR . AR A FARR AR 288 F 5 7 5 B BRI 7R Sk 8
5o ENHIEIE OB R TEBH ERAZARY:, EREM TRFERIELTRERL LT, BE
BRI bR N MER T

2) Reference Number and Date (45 F1 H )

The reference number is generally used to facilitate the writer’s numbering and filing the
letters he receives and enable the writer or the recipient to link the reply with the previous
correspondence.

G B — MR R A5 A G S IR, AER R B, Bt RN T S FEAS 7 5
ERINIELL Py b 8

A. Our Ref: 234 GW/gp (in an incoming letter)

B. Our Ref: 456 JS/Ib (in the reply to the incoming letter)

The date is usually typed between the letterhead and the inside name and address. In
British letter style, however, it is normally put two line-spaces below the inside address and
above the salutation.

For the date, either cardinal numbers (1, 2, 3 , 4, etc. ) or ordinal numbers (1st, 2nd,
3rd, 4th, etc. ) can be used, thus:

3rd April 2010 or 3 April 2010

29th October 2010 or 29 October 2010



Unit 1 Language Features and Layout of a Business Letter 5

The date can also be written after the month. In this way, a comma must be used
between the date and the year. For example:

March 1st, 2010

October 29, 2010

It is unwise to abbreviate of the month or show the date in figures like 7/9/20. .., as
this may cause some confusion. The British and the American do not read the date in the
same order: in British style — D/M/Y (i.e. day/month/year) and in American style —
M/D/Y (i.e. month/day/ year).

H 30938 % BOEfR Sk At pabhk 2 1R) . Rt 3 [ A T AR RS H B B sk Rl A
PIATHY LT , FERRIF T

H #A BE °] S 8508) e mT P 20A 38 o

LIWMATF RN APIARZ, HARG 5 RiR M. KEAMEEAE HYPIFAR,
FEAFEE A AERIT, TEEAEA B FUF .

Notes

The UN and ICC recommend showing the date in the order of D/M/Y. e. g. for Nov.
20, 2009, it can be written 2009 - 10 —20.

3) Inside Name and Address (&4 4%FRFNHLHL)

This part refers to the name and address of the firm or the company to which the letter is
sent. It should be the same as the name and address on the envelope, but begins from the left
margin of the writing paper and two-line space below the date.

Generally , the inside name and address in an English letter should include the following:

1) The name of the firm or company addressed to

2) Number and name of street

3) Name of city, state or county and its postal code

4) Name of country

B4 P25 H8 9 B A BB & AR A it , & N AVE B B A AR AR (B RE T
fF4RRY A2l , 76 B T R A MifT o

B3O oR A0 F P9 bk 8 E LR LA -

1. WA RIATE A R A AR

2. 'S HMEHA

3. FrAEs M B4 FHRE D

4. EZRAR

.

The Pacific Engineering Co. ,Ltd.

Braze Street

Liverpool M58 7AS

England
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4) Salutation ( FRIF)

The salutation is the polite greeting with which the writer begins or opens his or her
letter, which is typed two-line spaces below the inside name and address. The particular form
used depends on the writer’s relationship with the receiver. To some extent, it settles the
form of the complimentary close. The two must match.

For ordinary business letter purposes, Dear Sir (or Dear Madam for both single and
married woman) is used for addressing one person. Dear Sir or Madam ( Dear Sir/Madam )
can be used to address a person of whom you know neither the name nor the sex. Dear sirs,
Dear Sirs or Mmes, the most common ones in the British letters and Gentlemen in the U. S. ,
are used for addressing two or more. When a letter is addressed to a firm, Gentlemen cannot
be used in the singular. If the firm or the company is owned or managed by a woman, we
often greet the recipient as Dear Madam.

AR BTk , R X e N BOALERARIE , 8 % 00 T8 A & AR AN bk i) T 94T . A4
PRIFBUR TEHEAMBAAR KRR, ERMERE L, EBRE T4 RHIENERE, XM
T2 A F I Y

— ik , Dear Sir (5{ Dear Madam , jl TR IS E L 39 7] ) BEE R AT —1
ANBfE. WRAREWAF A4 F 55, 7T Dear Sir or Madam (Dear Sir/Madam) , 7E
e[ FR 0 B A 3B S BL_E 89 AN I R A Dear Sirs, Dear Sirs or Mmes, 7E 5% EH M
Gentlemen,, Gentlemen /A B4, ISR BGFTERA Rl R & HE BB E 2 ), MFRIF A Dear
Madam,

5) Body of the Letter ( IE3C)

This is the most important part of a letter. It should be carefully planned and
paragraphed with the first paragraph referring to previous correspondence and the last
paragraph to future actions or plans. Confine each paragraph to one point you wish to stress
and arrange the paragraphs in a logical order.

When writing your letters, it is wise to make them more effective, keep them brief and
use short sentences and short paragraphs. Write simply, clearly, courteously, grammatically
correctly, and to the point, avoiding stereotyped phrases and commercial jargons.

The body of a letter contains the opening paragraph, the actual message of the letter and
the closing sentences.

XRRAR R EBENID . BAFHEHE, ANESB . — 8B —BaR Rk ERKIE K, TH/&
—BW K B IR ATEh SR . B — Bl — A E R R E s B B R 2> Bk

6) Complimentary Close (45 BEH#UE)
The Complimentary close is merely a polite way of ending a letter. The expression used
must suit the occasion and match the salutation. The most commonly used sets of salutation

and complimentary close are:
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SRR R RFARALSRM S R BER—F 7o BRI RFRIFRER, T2
PRIFFOSE R ABOE B 7 ¥

Salutation Close Occasion
Dear Sir(s) Yours faithfully Standard and formal closure —
Dear Sir(s) or Madam ( Mmes) Faithfully yours used in Britain

Gentlemen Yours truly

. Used in America and Canada
Ladies/Gentlemen Truly yours
Dear Mr. Smith Yours sincerely used both in America and
Dear Ms. Green Sincerely yours Britain on formal occasion

Best wishes (UK)
Dear Henry Informal and between
i Best regards .
Dear Linda close colleagues, friends and relatives

Regards (U.S.)

7) Signature (Z&£4%)

The signature usually includes the name of your company, your signature, your typed
name and your business title. If the name of you company is printed on the letterhead, then
you simply write your signature. It is signed in ink immediately below the complimentary
close. The written signature and the printed signature must correspond exactly.

ZELBHABEEEALATNER, AAFELEL ITEORNEL REEANRA, RE
KA RENFIF T AR AR, MAFTFENT, B2 - BREELEHYETEH. FEN
FFTEN B 22 B AR AT o

8) Attention Line (t{EA) .

The phrase “Attention of ...” or “Attention: ...” “To(For) the attention of...” is
used if you wish to address the letter to a particular member or a department of the company.
It is typed two line-spaces above the salutation and underlined,e. g.

a. Attention of Import Dept.

b. Attention; Import Dept.

c. To the attention of Import Dept.
WERF A RIS — BRSNS , A “ Attention of. .. ™ or “Attention:. .. ”
“To(For) the attention of. .. " BFmn~, —MAEFRIFE L HEZ BT, KL

9) Subject Line (ZFHH)

The subject line helps the reader to obtain quickly the gist of the letter. It is also used as
a guide for filing. It comes two lines below the salutation and above the body of the letter. It
can begin with or without “Re:” or “Subject:” , and is usually underlined, e. g.

a. Re: Shipping Advice of Freezers
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b. Subject; Shipping Advice of Freezers

c. Shipping Advice of Freezers
e EERMSEERPOAIRE R AT LR SO 2 3R =i fEFRIT
FHEZPIAT, 7T LASREE “Re:” or “Subject:” , AT LIARFR, A F N

10) Reference Notation ( £:Jp AftE)

The reference notations are made up of the initials of the person who dictates the letter
and of the secretary or typist. The initials are usually typed two line-spacing below the
signature against the left-hand margin. The two sets are separated by a colon or a slant, with
the dictator’s coming first. You may capitalize both, or neither, or only the first of the set.

LIPNCG HBAE CRARS B RATT 54 008 R R, B TR % T i G

SATRELENNER L o BHFH L R A RS BB 83, B S HERLSFF,
W2HRE, REMNE , 5K EA L S — R RS,

11) Enclosure ( fft4)

If any documents, catalogues, price lists, etc. are sent with a letter, it is necessary to
add “Enclosure” or its abbreviation “Enc.” or “ Encl. ” on the bottom left-hand, with a
figure indicating the number of enclosures, if there are more than ofie ;1€ g.

a. Enclosures (2)

b. Enc. 1 invoice

c. Encl. 2 catalogues

d. Encls. ; As Stated

e. Enclosure: New Freight Rate Sheet

GARBERAF 5 T 848 H R M BRSS, WA B EE(S 4 F AT | “Enclosure” B
465 “Enc. " FMHAER R—0y, 55 1 B B 6 5 2

12) Carbon Copy Notation (#53%)

If the copy of the letter is to be sent to a third party, type cc or CC two line-spacing
below the signature or immediately below the enclosure at the left-hand margin, followed by
the name of the recipient of the copy.

RIFNAEED IR =070, AT FE 4 B R BIAT I e G R 4T b “cc” 5% “CC”,
FHT_EPPIR R A FREPAT, 4.

CC:Marketing Department

13) Post script (P.S.)

In business letters,a post script is usually used not in its original function (to append an
omitted idea) , but rather as a device to emphasize something. Sometimes, the writer may
put a handwritten post script to the typewritten letter in order to add a personal touch to the
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letter. Writers of sales letters often withhold one last convincing argument for emphatic
inclusion in a post script. ‘It is always in the form of “P. S.”.

RS BlET BEEE AR THEREN(REEFHRTHE) , T21E N &
FEREHN—FF, AREEETETHE LIMARSE, BEAE AN A E %R,
A UHERE N T AT T IIBRENR , H B BA IR g RIAER T . IH BT
HEXNP.S. o

Format of Business Letters

Here is a sample of the indented form: ( 4547=)
Johnson & Johnsonny
1 J&J Plaza New Brunswick,
NJ 089333 U. S. A.
Tel; 732 —524 -0400 Our Reference No.
Fax: 732 -525 - 0622 Your Reference No.

E - mail ; carrie@ jnj. com

Date; July 22nd, 2009

Soft Health Care Product Corp.
Room 2301 YiLi Bld
35 Nanjing Road
Shanghai, China
Attention:; Mr. Wang, Import Dept.

Dear Sir,
Re: SHAMPOO

We have received your letter of July 10th enquiring for our JOHNSON’S baby
shampoo with natural lavender, but unfortunately, the stock of this product is running low
due to the heavy demand. But we will inform you as soon as the new supplies come up.

We sell a wide variety of baby’s shampoo. All of them are made of the NO MORE
TEARS formula. For your reference, we enclose an illustrated catalogue of our shampoo
and we hope you will find it interesting.

We hope that we can close some business to our mutual advantage in the future.

Yours faithfully,
Johnson & Johnson
Doris Fergoson
( Manager)
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The main feature in this style is that each line of the “Inside Name and Address” is
indented 2 — 3 spaces, and the first line of each paragraph is indented 3 -8 spaces.
Sample of the blocked form: (F%L5X)

Johnson & Johnson
1 J&J Plaza New Brunswick,
NJ 089333 U. S. A.
Tel. 732 —524 - 0400 Our Reference No.
Fax: 732 - 525 - 0622 Your Reference No.
E-mail ; carrie@ jnj. com

Date; July 22nd, 2009

Soft Health Care Product Corp.
Room 2301 YiLi BLD,

35 Nanjing Road,

Shanghai, China

Attention: Mr. Wang, Import Dept.

Dear Sir,
Re: SHAMPOO

We have received your letter of July 10th enquiring for our JOHNSON’S baby shampoo
with natural lavender, but unfortunately, the stock of this product is running low due to
the heavy demand. But we will inform you as soon as the new supplies come up.

We sell a wide variety of Baby’s shampoo. All of them are made of the NO MORE
TEARS formula. For your reference, we enclose an illustrated catalogue of our shampoo
and we hope you will find it interesting.

We hope that we can close some business to our mutual advantage in the future.

Yours faithfully
Johnson & Johnson
Doris Fergoson

Every line in the block style begins at the left-hand margin. To make the letter compact
and tidy, the spaces between paragraphs should be increased.
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Sample of semi-blocked style ; (B B 3L=,)
Johnson & Johnson
1 J& Plaza New Brunswick,

NJ 089333 U. S. A.

Tel; 732 - 524 — 0400 Our Reference No.

Fax. 732 -525 - 0622 Your Reference No.

E — mail; carrie@ jnj. com

Date; July 22nd, 2009---

Soft Health Care Product Corp.

Room 2301 YiLi BLD,

35 Nanjing Road,

Shanghai, China

Attention; Mr. Wang, Import Dept.

Dear Sir,

Re:. SHAMPOO

We have received your letter of July 10th enquiring about our JOHNSON’S baby
Shampoo With Natural Lavender, but unfortunately, the stock of this product is running
low due to the heavy demand. But we will inform you as soon as the new supplies come

up.

We sell a wide variety of baby’s Shampoo. All of them are made of the NO MORE
TEARS formula. For your reference, we enclose an illustrated catalogue of our shampoos
and we hope you will find it interesting.
We hope that we can close business to our mutual advantage in the future.

Yours faithfully,

Johnson & Johnson

Doris Fergoson
( Manager)

In the style, paragraphs are not indented. The date, complementary close and signature
are aligned slightly past the center of the page.

2. Addressing the Envelope ({5 5¥)
Envelope addressing should be accurate, clear and in good appearance.
The name and address of the receiver on the envelope are always put in the center or



