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INTRODUCTION
W =

Nowdays formality in business letter is rapidly giving
way to a less conventional and more friendly style, the lay-
out,or mechanical structure of the letter as it is called,still
follows a more or less set pattern determined by custom and
not resulting from any deliberate plan. So,it is better to fol-
low established practice,which is convenient because it pro-
vides a standard to which the business world has become ac-
customed ,and therefore avoids confusion and waste of time
for both sender and receiver.

STRUCTURE AND STYLE OF THE BUSINESS

LETTER AND FAX

7 .13 R 1 ELA 25 M AR =X

I . The Business Letter
R AR
1. Structure of the business letter
N AR ,
SPECIMEN LETTER
oY) Harcourt Brace Jovanovich,Inc.
757 Third Ave.
New York 10017
Telephone: .‘ “ Fax;



Your Reference; Our Reference;
(2 May 3,19— —
(3) REGISTERTED MAIL ‘
(4) CONFIDENTIAL
(5) MacDonald & Evans Ltd.
Estover Road
Plymouth PL67PZ
Britain
(6) Artention Mr. Richard Martin, Personnel Director
(7) Dear Sirs
(8) Subhiect.The Business Letter
(9) This letter is an example of modified block style.
All of the parts of the letter are included.
Although this example shows the date to the right, it
could be centered as well. The complimentary close and
signature are also to the right;they could be centered.
The dirtator’s title may be typed on the same line as the
name;or if the title is a long one, it may be typed on the
line below the dictator’s name.
This letter uses open punctuation,which has no comma
after the salutation and the complimentary close.
(10) Faithfully yours
an David H. Walker
Sales Manager
(12) DHW :deh
(13) Enclosure
cc Mr. Robert Wills



(14 P.S.

Although the letter is made up of many parts ,not
all of these parts are necessary to every letter. This
specimen letter shows all of the parts that are de-
scribed here: (1) the letterhead, (2) the date, (3) mail-
ing notation, (4)other notation, (5) inside address, (6)
attention line, (7)salutation, (8)subject line, (9) body .
(10)complimentary close, (11) signature, (12) identifi-
cation initials, (13) enclosure and carbon copy nota-
tions ,and (14) postscript. Among them seven parts are
principal ones. They are part (1),(2),(5),(7),(9),
(10) and (11).

Parts of the business letter

o)

(2

The letterhead

The letterhead expresses a firm’s personality , it
helps to form one’s impression of the writer’s firm. Be-
cause of this ,many firms engage experts to design at-
tractive notepaper headings. Styles vary considerably,
but they all give similar information such as the name
and address of the firm including telephone and fax
number, telex address, the telegraphic codes used, if
any.
The date

All letters are dated. Because business letters are
ordinarily typed on letterhead stationery that contains
the name and address of the firm or person writing

the letter ,the date is the only part of the heading that
3



(3

the typist need to supply. The date is easier to read if
the month is not abbreviated (e. g- August for Aug).
Never use the shorteut,7/15/— — ybecause the prac-
tice to write dates varies in different countries. Eng-
lish practice follows the order of day,month and year
while it is the U. S. practice to write in the order of
month ,day and year. For example,5/6/1993 could be
taken as either May 6 or June 5. .

In addition, there is a growing tendency to omit
the —th, —st, —nd and —rd that follow the day
(e. g. July 2 for July 2nd).

If you are not using letterhead stationery, then
add to the heading the address of the person signing
the lette_r; Place such an address just above the date.
e.g. 285 N.W. Madison Avenue

Portland ,OR97320

July 15,19——

Mailing notation

If the letter is being sent by a postal service other
than regular mail ,such as special delivery or registered
mail, indicate this by typing a notation, usually in all
caps, two spaces above the inside address; also type
such a notation on the envelope below the stamp posi-
tion. Placing the notation above the inside address has
two purposes ; the recipient knows that the letter is im-

portant enough to have been sent by a special service



(4)

(5)

and anyone from the writer’s firm can tell from the file
copy how the letter was sent.
Other notations

Other notations, such as Personal, Confidential,
and Please Forward, are also typed above the inside
address as well as on the envelope. On the envelope
these notations are placed either in the upper left cor-
ner below the return address or after the name of the
addressee. '

Inside address

The inside address contains the complete name
and address of the recipient of the letter and is a part
of every business letter. It is typed at the left-hand
margin at least two lines below the date in single spac-
ing and agrees with the address on the envelope. The
inside address is important both for reference and for
filing purposes. 4

Courtesy titles are used in correspondence.

e.g. Mr J.Black
J. Black Esq.

Write “Mr”for a man and “Mrs”, “Miss”or “Ms”
for a woman. “Esq. ” (Esquire) is sometimes used in-
stead of “Mr” for certain classes of persons such as
judges and magistrates and should always follow the
personal name.

When the recipient holds a special title, such as

Doctor, Professor, Colonel or Sir, use it instead of

5



(6)

“Mr”or “Esq. "and his official position should follow.
e.g. Dr E. Browning
President
Other qualifications or decorations may follow the
names:
' e.g. P Davis,Ph. D,
Sir W. Brown,M. P.
“Messrs”is the abbreviated form of the French word
“Messieurs” use-! only for partnerships whose compa-
ny names include a personal element.
e.g. Messrs MacDonald & Evans
“Messrs” is not used when there is no personzl e-
lement in the name,as Utility Furniture Co. ,or when
the name already carries a courtesy title,as Sir Wilj'am
Dobson & 8ons ,or when the word “The”is included in
the company’s name,as The Grayson Electrical Co.
Attention line
The attention line is used to direct the letter to a
particular official department of the firm. It generally
“follows the inside address and it can be written in
following two ways.
. MacDonald & Evans Ltd
Estover Road
Plymouth PL&7PZ

Britain

For the attention of Mr Smith



