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UNIT 1 BUSINESS LETTER WRITING

UNIT 1 BUSINESS LETTER WRITING

Exchange of information plays an important role in all transactions, A great
deal of business is conducted through exchange of information. It can be made in
various methods either in speaking or in writing. Compared with oral communica-
tion, written forms can secure more complete understanding between. the parties
concerned and be kept permanently as a record of each transaction. There are
many types of written communication such as letters, memos, reports, tele-
grams, telexes, etc. Business letters are the principle means used by firms to
keep in touch with their trading partners. Effective business letter writers can
help increase their company’s sales and profits by establishing good relations with
other companies. In addition, proficiency in business letter writing may help the

writer gain more self-confidence and more success in business.

Section 1 Layout of Business Letters

When writing a business letter, you need to follow a standardized layout.
Generally speaking, a business letter should consist of the following seven princi-
pal parts: the letter-head, date, inside name and address; salutation, body of a
letter, complimentary close, and signature. But depending on the type of the let-
ter, some other elemfents may be included such as reference No. , attention line,

subject, enclosure, carbon copy, and postscript.
1. Principal Parts

(1) Letter-head
Letter-head is usually placed on the top of a letter. It gives information about
the writer’s company—name, postal address, telephone number, telegraphic and

telex addresses, fax number, website, and even the email address.
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(2)Date
The d‘ate is typed a few lines below the last line of the letter-head. Please pay

attention to the following key points when writing the date:

& There are different ways in writing the date depending on the writer's
taste such as;

6th April 2009

April 6th, 2009

6 April 2009

April 6, 2009

In the first three cases, a comma may or may not be used between the month
or the day and the year. But in the last case, a comma must be used to separate
the day and the year.

&> Never give the date in figures such as 7/6/2009 which may cause confu-
sion. In American style, it would mean July 6 but in British style, it would mean
7th June.

& The month is often abbreviated. e. g. Jan., Feb., ‘Aug. s Sep., Oct.
Nov. , Dec.. But the following months are not written in short forms: March,
May, June and July.

(3) Inside Name and Address

This part usually refers to the correspondent’s name and address. The infor-
mation may be given in an order as follows:

1)Receiver’s name or his official title;

2)Name of the recipient’s company;

3)Number and name of the house, and name of the street;

4)Name of the district, the town or the city;

5)Name of the county or state or province, and its post codes;

6)Name of the country.

When writing the inside name and address, you can refer to the following in-
formation: ' _ .

<> To show your courtesy, you need to add a courtesy title before the
recipient’s name such as Mr. , Mrs.-, or Miss. v

<> 1f the recipient’s name is unknown, you may address the letter to him/her
by the official title such as the sales manager, the vice president, or
president, etc.

<> Messrs. (abbreviated from the French Messieurs as the plural form of Mr.) is

_2__



UNIT 1 BUSINESS LETTER WRITING

placeii before the name of a company that includes a personal element. e. g.
Messrs. White &5 Sons Co. , Ltd.
Messrs. Smith Furniture Company
<> Examples of the inside name and address
a) President
Beijing Tengfei Bicycles Import & Export Corporation
80 Fuxingmenwai Street
Xicheng District, Beijing, 10003
P. R. CHINA
b)Mr. Smith Clinton
The Oriental Textiles Trading Company
5012 Morehouse Drive
San Diego, CA 92121
USA
¢)Messrs. Hawker Wood Trading Co. , Ltd.
20 High Street
Phoenix, Arizona 2011
USA
(4) Salutation
The salutation is the greeting with which every letter begins. It varies ac-
cording to the writer-correspondent relationship and the formality of the letter,
<> If the letter is addressed to an individual, use that person’s courtesy title
and last name, e, g. Dear Mr. Smith, Dear Miss Jane, or Dear Mrs, Jones,
Sometimes some special titles may be used as the salutation. The word
“Dear” is followed by the recipient’s surname, e, g, Dear Prof. Park, or Dear Dr.
Clinton. o
<> If the letter is addressed to a person whose name or gender is unknown or
the letter is a more formal one, you can use such salutations as “Dear Sir”, “Dear
Sirs”, “Dear Sir or Madam”, or “To Whom It May Concern”. But the Americans
usually use “Gentlemen” instead of “Dear Sirs”.
<> In American letters a colon is placed after the salutation, while in British
letters a comma is added such as:
Dear Miss Jane; (American style)
Dear Miss Jane, (British style)
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(5)Body of the Letter

This is the most important part in a letter. The message is written to convey
some information to the recipient. Before you begin to write, you need consider
the following two points:

What is the purpose of writing this letter?

What is the best way to present the letter?

While writing the letter, you should keep in your mind the seven principles
of writing a good business letter which will be addressed in great details in section
2. The ultimate goal for you should be to make your letter professional, clear,
correct and easy to understand.

(6)Complimentary Close

This part is merely a polite way to bring the letter to an end. The following

are the complimentary closes most commonly used in business letters:

Close Comment
Yours faithfully] Used in formal letters,
Faithfully yours preferred by British.

Yours sincerely

Sincerely yours .
Used in less formal letters,
Yours truly

»|especially preferred by
Truly yours

Americans

Best wishes

\Best regards

- (7)Signature

The signature is the signed name writing the letter or that of the company
the writer represents. It usually consists of three lines as follows: ‘

1)The name of the company that the writer represents;

2)Manual signature of the writer;

3)Typed name of the writer

4)The writer’s job title.

For instance,

Messrs. Hawker Wood Trading Co. » Ltd.

David Spear

David Spear

Manager

R 4___



UNIT 1 BUSINESS LETTER WRITING

2.Optional Parts

The above-mentioned seven parts are necessary for a business letter. Depen-
ding on different purposes, a letter may include one or more of the following
parts:

(1)Reference Number

Reference numbers allow replies to be linked with earlier correspondence and
ensure that they reach the right person or department without delay. It's used to
avoid confusion and inconvenience in handling letters. Reference numbers are
used in the following three ways:

<> When one firm writes to another, a reference number is usually given in

” or “Your ref. ”

the letter-head such as “QOur ref,
<> The reference may form part of the first paragraph of the reply letter. e. g.
“Thank you for your letter, reference AB01, of 4 May...”
<> The reference may appear as a subject heading. e. g.
‘Dear Sir,
Your Ref; ABOL
Thank you for your letter of 4 May,
(2) The Attention Line

The attention line is necessary when the letter is addressed to an organization

but the writer wishes to direct it to a particular person or department for atten-
tion. It is often underlined, typed between the inside name and address and the
salutation. You can use such expressions as “Attention:”, “Attention of”, or
“For the Attention of”. However, if you know the recipient’s name, it would be
better to use it as the first line of the inside name and address and avoid an atten-
tion line. For example:

The Secretary

The Universal Textiles Co. , Ltd.

Princeton Drive

Phoenix, Arizona, AE3 5BE

USA

For the Attention of Mr. Smith Clinton

Dear Sir.

(3)Subject Headings

There are two types of headings: main headings and paragraph headings.

— 5 —
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<> Main Heading
Such a heading is typed below the salutation and underlined. It heIps to en-

sure that the letter is passed to the right person or department without delay. If a
coming letter carries a heading, you’d better use it as a reminder to the corre-
spondent when you make a reply. If you are beginning a correspondence, using a
heading may lead to a number of letters on the same subject. e. g.

Your Order No. 101

<> Paragraph Heading .

The heading is placed at the beginning of each paragraph to show what sub-

ject this paragraph is dealing with. Block capitals may be used, followed by a full
stop(though some prefer a colon, or even a dash) to emphasize the distinction be-
tween heading and text. Paragraph heading may be useful, but it is better to con-
fine each letter to one subject if possible, for different subjects may need attention
by different departments or different persons.

An example:

We would like to confirm the following terms and conditions we have agreed
upon through exchanges of correspondence in the past two months.

PAYMENT TERMS: Our terms of payment are by confirmed, irrevocable
letter of credit in our favor, available by draft at sight, reaching us one month a-
head of shipment.

SHIPENT TERMS: Shipment should be effected before the end of June.
Transshipment and partial shipments are not allowed.

PACKING TERMS: The goods are to be packed in cartons, lined with soft
materials, each containing 10 small boxes.

(4)“Per Pro.” Signature

“Per Pro. ” is the abbreviation of per procurationem, which is a Latin phrase
denoting agency. Strictly speaking, only a partner is entitled to sign the name of
his firm. But for convenience authority to sign is often given to a responsible em-
ployee by a document known as a power of attorney, though the authority to sign
may also arise from custom. In either case the attorney or agent signs “per procu-
rationem” or “per pro. ”, sometimes further abbreviated to “p. p.”, for instance,

Per Pro. China National Import & Export Corporation

Signature
(5)Identification Marks/Reference Notation
The identification marks or reference notation are made up of the initials of
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the person who dictated the letter and those of the secretary or typist. The ini-
tials usually are in capital letters and typed below the signature against the left
margin. The two parts are separated by a colon or a slant, The following exam-
~ples are acceptable forms:
DS/al DS.al
(6)Enclosures

If an enclosure or attachment accompanies the letter, type the word “Enclo-

.

sure” or shortened “Enc. ” or “Encl. ” in the bottom left-hand. If more than one
copy is enclosed, you’d better give the figure indicating the number of enclosures.
Here are examples: ’

Enclosure

Encls. 2 pricelists and 1 catalogue

Enc. Bill of Lading(5 copies)

(7)Carbon Copy

There are two types of carbon copy notations. The first is indicated by “cc”
or “cc:” followed by the name of the persons who will receive copies of the let-
ters. Since most copies are now photo-copieds some people use the notation CX
(Xerox copy) or PC(photo copy). This notation is typed on the original and car-
bon copies. ‘

The second type of copy notation is specified on the copy only by the abbreviation
“bee” (blind carbon copy) and the recipient’s name. No one other than the recipient of
the “bee” and you will know he or her has received a copy of the letter,

Notations would look like this in your letter:

cc The sales manager

CX Miss Jones

bee Mr. Smith Clinton

{8) Postscripts

A postscript may be used in the following situations:

1)1t is an afterthought as a sign of poor planning in formal letters. It should
be avoided as far as possible.

2)Some executives occasionally add a postscript in pen and ink to add a per-
sonal touch to the typewritten letter.

3) Writers of sales letters often withhold one last convincing argument for

emphatic inclusion in a postscript.
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Examples:

P.S.... to see you at the Annual Sales Meeting on July 12.

P.S. This toy sells fast. It enjoyed the greatest popularity in a customer e-
valuation in May 2008.

When writing a business letter, you need follow a proper order of the ele-
ments included in your letter. The following example illustrates how a letter is
customarily arranged. Please pay attention to the place of each element relative to

the others. The italic parts are optional depending on the purpose of your letter.

Hawker Wood Trading Co., Ltd.
20 High Street, Phoenix, Arizona201l, US

A
e, Phoni, Arion gr=—rm

Ref. No. 0901 errence Number J
March 16, 2009

Yantai Hope Import & Export Corporation

100 Hope Building

Yantai Economy & Technology Development Zone )Inside Namcand Addres J
Yantaicity

Shandong Province, 264000

CHINA

Forthe Attention of Mr. Smith Clinton
i
Your Order No. 101 for Canned Mushroom Subject Heading

Thank you for your letter of March 1 and weare glad to know that you ate interested in out

canned mushroom. >-
We are looking forward to your reply.

Yours sincerely, rComplimentary Close |
PerPro. Messrs. Hawker Wood Trading C., Ltd.
David Spear

David Spear -

N
DS/al [Tdentification Mark )
Encl
CC:Thesales manager

PS.. .10 see you atthe Annual Sales Meeting on July 12.




