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CHAPTER 1
COMPONENTS OF A

LETTER

T AL BB >
COMPONENTS OF A LETTER
ELSEI % Y0
@ Letterheads EES
@ Address Hb 1k
@® Date H 1
@® Attention Line #71]
@ Salutation PRIF
@ Subject Line F ]
@ Text IEX
@® Complimentary Closing 5 BM&IE
@® Writer’s Information EEANE4
@® Notations Viped

LETTERHEAD/PERSONALIZED LETTER-
HEAD
sk /A Mk

A letterhead is a sheet of stationery printed or en-



graved, usually with the name and address and contact
numbers of an organization. In the absence of a letter-
head, as when writing on blank stationery, the writer,
in most cases, needs to create a personalized letterhead
that includes return address and contact numbers. The
following examples include both company letterheads
and personalized letterheads:

AFEHE E—MABEPAH LK at Mk R 565,
XRREEFRENGEL. ARAGIHEEFEERL
EfE,fERTEESHARAMARBIEMKARSHE, TH
w Bl FBEA ARG RBAE T AE X,

Sheraton Great Wall Hotel
North Dong Huan Road
Beijing, China 100026

Sheraton Great Wall Hotel, North Dong Huan Road,
Beijing, China 100026
Tel. 10—500—-5566 Fax 10— 5006768




or

Zhao Xiao Ling, Cashier
Sheraton Great Wall Hotel
North Dong Huan Road
Beijing, China 100026

or

Chen Li Qing
Rm. 508, 1221 N. Dong Huan Road
Beijing, China 100026

DATE LINE
HhBa

The date (Month, Day and Year) on which the letter
is typed or written. Place the date two lines beneath
the letterhead or the writer’s address. Acceptable styles

include:

HANBPMREERITFHMWES. HNEREER

REREE IR THIT. A FRENEEARE:
November 5, 1998 ( American)
5th November, 1998 (British)



5 November 1998 (Military)

unacceptable styles include:

AEMBHE EAEE.
11-5-98 (Is it November 5 or May 11?)
or
11/5/1998
Abbreviations for the months are:
RIEXNARRNEE R .
Jan. - January
Feb. = February
Mar. - March
Apr. = April
May = May
Jun. = June
Jul. = July
Aug. = August
Sept. - September
Oct. = October
Nowv. = November
Dec. = December

INSIDE ADDRESS
Bt

The name and address of the person you are writing to.
It contains all the information about the recipient nec-

essary for delivery of correspondence: the name, job ti-
4



tle (if applicable), company (if applicable) , street ad-
dress or post office box number, the city, state
(province) , Zip Code and country.

B B fE A, SFEEL, RF (WE
), ARSHR(NER), HELRRGEMS, BT,
MR, HEE GRS FE 2K

The inside address is usually placed at the left-hand

margin, a couple of lines below the date line and a cou-

ple of lines above salutation.

B b EEE L TN, 7 HIPL AR ZE

Example:

&40 .

Mrs. Nancy Walker, Manager
Human Resources Department

ABC Company
123 N. Ridgeside Circle
Ann Arbor, MI 48105, U.S.A.

Dear Mrs. Walker:

SALUTATION
PRIFE

An opening greeting like “Dear Mr. Zhang” or “Dear
Emily” or “Hi, Everyone.” It is placed two or three
5



lines below the inside address or the attention line, if
there is an attention line. It is acceptable to use either

colon or comma immediately following the salutation.

PRIF 2 — B E I 3k X WU fE A BOBRIE, 5 72 5§ P st dik
RERTH=1T,. KFFATLUEESRES,

For example:

il 4n .

Dear Mr. Zhang:

or

Dear Jennifer,

For business letters or other types of formal letters, use
a colon, as in “Dear Mr. Zhang:”.
R EREHMBEXBEF HES.

In informal correspondence, the salutation is followed

by a comma, as in “Dear Jennifer,”

EFEXBET . KEREHES,



Other salutations include:

FAbFRIF AL -

Ladies and Gentlemen:

or

Dear Madam,

or

To Whom It May Concern:

Caution: try to avoid using “To Whom It May Con-
cern” or “Dear Sir or Madam” as much as possible, be-
cause they are dated and unfriendly. The remedy
would be to find out the name(s) of the addressee or
use such salutations as “Dear Human Resources Man-
ager’ or “Dear Friends”. The title “Esquire” or
“Esq.” may be used when addressing a lawyer or
diplomatic consul, but it should not appear in the salu-
tation. Also, when a man has “Jr.” or “Sr.” after his
last name, as in George Bush, Jr., do not include the

abbreviation in the salutation.



R R & 8 4 H “To Whom It May Concern” %
“Dear Sir or Madam” , A X FhFRIF B 25t 6, 3 H
AIREGF o Bk Tk B E BB A4, 5%
ff | “Dear Human Resources Manager”, “ Dear
Friends" X FEHIBRIF . ZELABIMR IR MEE (F0T,
Al LA i “Esquire” 2, “Esq. " X BE B L %7, HENAR
PIHBERT S, A, WRKRKEANEEEA
“Jr. "B “Sr.”, #1“George Bush, Jr.”, A BB 1]
WEERPEP,

Wrong Salutation Correct Salutation
iR A FRIE 1E 78 B R
Dear Susan Lin Dear Susan

or

Dear Ms. Lin
Dear President Dear Mr. President

or

Dear President Clinton

Dear Mr. Xiao Ping Dear Mr. Deng

Dear Esquire Chung Dear Mr. Chung/Dear
Ms. Chung

Dear Mr. Bush, Jr. Dear Mr. Bush

Dear Associate Professor ~ Dear Professor Wang
Wang
| or
Dear Dr. Wang (with
doctor’s degree)



TITLES

Unless the addressee and the letter writer are on first-
name basis, it is customary to precede an individual’s
name with a courtesy title such as “Mr.” or “Profes-

”

SOT.
BREBEFEASKEARITUEFRLE, BFEL
Welg AR _E “Mr.” “Professor” % 3= 7~ 2L 5% 19
X

Abbreviate the following:

THKBERSES .
Dr. (for a medical doctor or a Ph.D)
Mrs. (for a married woman)
M. (for a woman whose marital status
is unknown)

Messrs. (plural form of “Mr.”)

Messes. ( =Misses; plural form of “Miss’ )
Mses. (plural form of Ms. )

Mmes. (plural form of “Madame”)

Do not abbreviate the following:
AEHEE T I kA

Professor

President

Vice President



Governor

General Manager

Deputy General Manager

Chief Justice
Wrong titles Correct titles
BiR5iE EEME %
Dr. Bradley Greenfield, Bradley Greenfield,
Ph.D Ph.D.

or

Dr. Bradley Greenfield
Messrs. Jack Faxon, Jeff =~ Messrs. Faxon, Smith
Smith, and Jones and Frank Jones
Honorable Jack Faxon, Senator Faxon

Senator

or

The Honorable Jack

Faxon
Attorney William Wang Mr. William Wang,

Attorney at Law
Ms. Elizabeth A. Dunn,  Ms. Elizabeth A. Dunn

Esq.

or

Elizabeth A. Dunn, Esq.
Ambassador Ms. Carol The Honorable Carol
Brown Brown

or

Ambassador Carol Brown
10



ATTENTION LINE (OPTIONAL)
ity GEFYE)

A means of directing the letter to a particular person or
a specific department, even though the letter is ad-
dressed to an organization as a whole. Another function
of the attention line is that it allows other people in the
organization to open the letter if the person mentioned
is absent. Itis ljsua]ly placed two lines below or imme-
diately above the inside address.

R HRERAEGEEAENREANRERT]
W, REEREAXNMELAN .. A5, EHEHRK
BEARER, EUAFASTHMEAERTRFHAR
RaaER SR AL T RHITRE N
[i:18 |

Examples:

Michigan State University
East Lansing, MI 48823
U.S.A.

Attention: Journalism Department

or

11



Attention: Susan Miller, Accounting Division

or

Attn: Wu Ling

Rockwell China Ltd.

1234 Shan Xi Rd. (South)
Shanghai, 200002

SUBJECT LINE (OPTIONAL)
i) ()

A means of stating what the letter is about. It is usual-
ly placed a couple of spaces below the inside address and
a couple of spaces above the salutation. It can also be
used in place of the salutation, if no specific name of an
individual is available. For optimal effect, underline
the subject line or type in capital letters.
FRAFMERAGHANE, B S ES A ik fFK
PPZIE . WREF AR B WS A4, el L
RAEBAERF, ATWRERERE, TULF
BAIMTRL, kS F 84,

Examples:

il 4 .
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