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Unit 1

B Basic Knowledge of Business Letter Writing

Objectives

gEAfter finishing this unit, you are supposed to learn;

! 1. the basic knowledge of business letter writing;
2. the structure and format of a common business English letter;
3. basic writing principles of business letters.

............................................................................................................................................................

Lesson 1 | An Introduction to Busmess Letter Writing

1 What is a business letter?

A business letter is usually a letter from one company to another, or
between customers, clients, parties or organizations. And a business
letter in English is usually used in the international trade, with the main
purpose of connecting clients, establishing business relations with
customers, requiring information on the products or making replies to

others” request, making or accepting an offer, apologizing for the wrong

or expressing some good wills, discussing items or information about

contracts, or dealing with various business activities.
2 Forms of a business letter

A business letter can be delivered in the form of paper or fax, and it can also be sent in the

form of an electronic mail ( an e-mail) or an electronic document.
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3 Styles of a business letter

A business letter is different from a private letter, a piece of composition, a novel or a
prose. Therefore, flowery words and phrases, variation of diction, and reinforcement of
atmosphere or emotion are rarely needed in business letter writing. Instead, when you are
writing a business letter, clarity, consideration, courtesy, completeness, conciseness,
concreteness and correctness are the leading principles you have to follow. Only in this way can

you achieve success in expressing your ideas and doing business with others.
4 Importance of a business letter

A business letter is often useful in that it can produce a permanent written record, and may

be seriously taken compared with other forms of communication.
5 Preparations before writing

Firstly, you should know the exact purpose of your writing before you start to write. For
example, you may write a letter to recommend your company, your goods or your service to
other companies, or you may write a letter to show your interest in the target company and want
the target company to send back some relevant models that you are interested in.

Secondly, plan how many points you are going to give in the writing, rearrange the points
according to a certain logical sequence, and then decide how many parts you are going to write
in the writing., For beginners, a draft is strongly recommended before writing in case some
important points are missing or there are any logical problems in the letter.

Thirdly, settle the layout, style and tone before writing. Different business letters are
delivered with different purposes, contents, requirements, and target readers. Thus, you have
to settle the proper and relevant layout, style and tone in order to achieve better effectiveness.

Finally, start your writing sincerely and effectively. Avoid using flowery words in business
letters in order to enhance the comprehension between both parties and reduce the ambiguity.

Write sincerely with natural words to make the communication go smoothly.

Lesson 2 Layout of a Business Letter

1 Structure

A business letter is usually composed of eight main parts including letterhead, date, inside

Joo2



Unit 1 Basic Knowledge of Business L@

address, salutation, subject line, body of the letter, complimentary close, signature, and five

optional parts including reference line, attention line, enclosure, carbon copy notation, and
postscript.

1.1 An introduction to the parts of a business letter

An ordinary business letter usually consists of the following thirteen items
(1) letterhead {53k

(2) reference line $& %5

(3) date HH#j

(4) inside address {5 N Hb ik

(5) attention line Z54p A

(6) salutation FRIE

(7) subject line /£

(8) body of the letter 1F3C

(9) complimentary close %% RBAIE
(10) signature F 4%

(11) enclosure [f{4

(12) carbon copy notation #3%
(13) postscript fff 5

The following letter is designed to illustrate the position of each part mentioned above.

Shanghai Baiyun Knitwear Co. , Ltd. (1)
302 Hutai Road
Shanghai 200070, China
Tel; 021 —87654321
Fax. 021 —98765432
E-mail; Richardli-cz@ hotmail. com

Your Ref. . MF110
Our Ref. . SD123 (2)

May 25, 2013(3)

May Flower Imp. & Exp. Co. , Lid. (4)
148 West Street, Barcelona
Spain
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BREERS

Attention line: Import Dept. (5)
Dear Sirs, (6)
Re. Women'’s Skirts (7)

Thank you for your enquiry in your letter of May 15 for our Women'’s Skirts. (8)

We are now sending you the latest quotation for your selection. We also send you our
latest illustrated catalogue by air, and we are sure that you will be satisfied with the
attractive designs and the reasonable prices.

On orders for 500 pieces and more, we will give a special discount of 4% , and we
are looking forward to hearing from you soon.

Yours faithfully, (9)
Richard Li (10)
Sales manager

Encl. as stated (11)
C. C. our Branch Offices (12)
P. S. As requested, we will airmail you two samples fomorrow morning. (13)

1.2 Main parts of a business letter

1.2.1 Letterhead

Components of the letterhead: The letterhead usually contains the most essential parts of
the sender’s information including the name of the company, the postal address, the telephone
number, the facsimile number, and the website, etc. When you are giving the address of the
sender, you should write from the address of a small area to the address of a large area in the
following order from the company’s name, the concrete address and the avenue, the city and the
zip-code, and then to the country’s name.

Position of the letterhead: The letterhead is frequently placed in the upper middle part of
the page, and it can also be placed in the upper left part or the upper right part of the page.

1.2.2 Date

Position of the date: The date should be placed one-line to four-line space(s) below the
letterhead.

‘ Format of the date; Two kinds of format are recommended, namely, 6 September, 2013
or September 6, 2013. The abbreviated form like Sept. 6, 2013 or 6 Sept. , 2013 is not allowed
in letter writing. Moreover, there are mostly two forms of date expressed only in Arabic

numbers like 9/6/2013 or 6/9/2013. However, the date can not be expressed only in Arabic
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Unit 1 Basic Knowledge of Business Letter

numbers in order to avoid ambiguity.
1.2.3 Inside address

Contents of the inside address: The inside address usually shows the receiver’s
information, like the company’s name and the address of the receiver.
Components of the inside address: The inside address should be placed one-line space

below the date, and it is written in the same way as the sender’s address is.

1.2.4 Salutation

The salutation is the complimentary greeting with which a letter begins. The choice of the
salutation mostly depends on the relationship between the senders and the receivers. In a formal
business letter, “Dear Sir”, “Dear Madam” and “Dear Sirs” are frequently used. But if the
sender and the receiver have already established a relationship with each other or they are quite
familiar with each other, “Dear Mr. Wang” , “Dear Ms. Green” or even “Dear Tony” is much
preferred to show their intimacy.

1.2.5 Subject line

Contents of the subject line: When the letter is quite long, or there are many contents
concerned in the letter, a short line can clearly give you a subject of the letter with the main
purpose of saving time.

Position of the subject line: The subject line is usually used between the salutation and the
body of the letter.

Format of the subject line. As the subject of the letter, the first letter of the subject should

be capitalized or the first letter of the main words should be capitalized.

1.2.6 Body of the letter

The body of the letter is the core of the letter. For a business letter, clarity and conciseness

are the basic qualities. Therefore, you are not recommended to write paragraphs which are too
long.

1.2.7 Complimentary close
The complimentary close can be expressed in different forms like “Sincerely”, * Yours

sincerely” , *Sincerely yours” , “Yours truly”, “Truly yours” , “Yours faithfully” , “Faithfully
yours” , “Yours cordially” , “Cordially yours”, “Best regards” , etc.

1.2.8 Signature

The signature of a letter should be given by the writer of the letter, and the letter which has
legal effect must be signed by hand, and in ink. And the sender’s job title or position should

also be given below the signature.

e.g.
Yours faithfully,
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