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UNIT 1 Layout of Business Letter Writing
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Business is concerned with the successful n. AW, 5

exchange of messages that support the goal of buying and selling goods

W
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or other services. There are many forms being used in communication.
It includes letters, telegrams, telexes, cables and electronic

But it is clearly seen that business letter is still the main carrier of business
communication. So it is the very important for students of business
communication to master the skills of reading and writing a good business
letter that presents ideas clearly to enable readers to understand with
the least possible effort.

A good business letter can play an important role in trade, increase
friendship and obtain complete understanding between the parties
involved. Business letter writing is one of the necessary business activities.
Only when the letter which conveys the message is faultless can it be
an effective business letter. So the following essential principles must
be paid more attention to if you want to write an appropriate business

letter.

1.1 Principles of Business Letter Writing

The most business letter should be easy to read and easy
to understand. They must be friendly and courteous. We should keep
the point in mind that business letters play an important role in the
development of goodwill and friendly trade relationship. Generally
speaking, we need to apply some specific writing principles while writing
a business letter. They are: consideration, completeness, correctness,

concreteness, conciseness, clarity and courtesy.

Consideration is an important rule of good business writing. The
letters you send out must create a good impression. Try to put yourself
in the other’s place to give the consideration to his or her varied
wishes, demand, interest and difficulties. Emphasize the “You-attitude”
rather than the “I- or We-attitude”. Find the best way to express your
understanding and present the message. That enables a request to be
refused without killing all hope of business or allows a refusal: to do a

favor without harming friendship.

n. JfE, fEfF

adj. A7), HEEHEM
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Compare the following pairs of sentences:

You-attitude We-attitude
Congratulations to you on your| We will send you the sample next
success. month.

We’d like to send my congratula- | We won’t be able to send you the
tions to you. sample this month.

You earn 2% discount when you | We allow you 2% discount for

pay. cash payment.

Correctness means not only proper expression with correct grammar,
punctuation and spelling, but also appropriate tone which is a help to
achieve the purpose. It is likely to convey the real message in a way that
will not cause offence even if it is a complaint or an answer to such a
letter. Business letters must be factual information, figures adj. F§HAM, 1EHM
and exact terms , for they involve the right, the duties and  F¢5lith, #4b, JiL
the interest of both sides often as the base of all kinds of documents.
Therefore, we should not understate nor overstate as understatement
might lead to less confidence and hold up the trade development while

overstatement would throw you in an position. adj. FAHE, T

A business letter is successful and functional only when it contains
all the necessary information. An outline helps the letter to be full and
complete. See to it that all matters are discussed, and all questions are
answered. Incompleteness is not only impolite but also leads to the
recipients’ unfavorable impression towards your firm.

He may give up the deal if other firms can provide him with all the
information needed, or if he would not take the trouble inquiring once again.

As you work hard for completeness, keep the following guidelines
in mind: Why do you write the letter? What are the facts supporting the
reasons? Whether have you answered the questions asked or not? What

has the reader expected to do?

What the letter comes to should be specific and definite. Especially
for letters calling for specific reply, such as offer, inquiring trade terms,

etc., concreteness is always stressed. For example, some qualities or
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characters of goods should be shown with exact and avoid words  n. (¥
like “short”, “long” or “good”. Give specific time with date, month,
year and even hour, minute, if necessary, but avoid expression such as
yesterday, next month, immediately, etc.

The following guidelines can help us write concretely: use specific
facts and figures; put action in your verbs, prefer active verbs to passive
verbs or words in which action is hidden; choose vivid, image-building

words; pay attention to word orders, put modifiers in the right place.

Conciseness is often considered to be the most important writing
principle. It can save both the writer’s and the recipient’s time. Conciseness

means most complete message but briefest expression without

sacrificing clarity or . A good business letter should be n. L5 WAL SR
and to the point. To achieve conciseness of your letter writing, try to  /adj. ¥§8if; BIEAM
keep your sentences short, and avoid wordy languages and , n &%, 2R JUE,
or repetition, and eliminate excessive details. 3]

Paragraphing carefully can make a business letter clearer, easier to
read and more attractive to readers. It is a good rule to confine each
paragraph to only one point or topic.

Compare the following sentences:

Concise Wordy

We will consider the delivery |We are going to give consideration
schedule at today’s meeting. to the delivery schedule at today’s
meeting.

They attend the Guangzhou|They attend the Guangzhou Trade
Trade Fair to find a partner. Fair for the purpose of finding a
business partner.

We've received your letter of | We are in receipt of the letter you

March 15. send to us on March 15.

We have received your L/C. Please be advised we have received
your L/C.

Thank you for your letter of ... | The writer wishes to acknowledge
your letter of...

1/We enclose our new . |Enclosed please find our new| 7 i H 3%
catalogue.

You must express yourself clearly to make sure that the message
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conveys exactly what you wish to say and is not liable to misunder-
standing. Avoid vague and ambiguous expressions. When you are certain
about what you want to say, express it in plain, simple words, or present
it in well-constructed sentences and paragraphs, and include necessary
transitional words or expressions to link them up. Good, straightforward,
and simple English is what is needed for business correspondence, and

excessive details. v. BrZ:, Bk, Hi

Compare the following pairs of sentences:

We send you 4 samples yesterday | We send you yesterday, by air, 4
of the goods which you requested | samples of the goods—which you
in your letter of May 10 by air. |requested in your letter of May 10.

The goods not only differ in|The goods differ not only in

quality, but also in price. quality, but also in price.

Courtesy plays a considerable role in business letter writing as in
all business activities. It is a favorable introduction card, helping to
strengthen your business relations and establish new ones. Courtesy
means to show tactfully in your letters the honest friendship, thoughtful

appreciation, sincere politeness, considerate understanding and heartfelt

respecting.

Avoid irritating, offensive or statements. Answer letters adj. NE, B
promptly, for punctuality will, please your recipient who hates waiting
for days before he obtains a reply to his letter. Sometimes, n. MZE, FiE, EH
may occur in business but with and tact, it can be overcome . #p%

and settled without ill-will either side. Never show your anger in a
business letter.

And you must also adopt the right tone. Before you begin to write,
think carefully about the way in which you want to influence your
customer, and then express yourself accordingly, being persuasive, firm,
apologetic and so on.

Compare the following sentences:

We are sorry you have mis- | We are sorry we didn’t make

understood us. ourselves clearly.

Your letter of May 5 | Your letter of May 5 regarding the

regarding the shipment of | shipment of this batch has received

this batch has been received. | our careful attention.
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1.2 The Structure and Format of Business Letters

Letterhead designs vary with business organizations and occupy
the top of the first page. They may be positioned in the center or at the
left margin for full or flush at the right margin for FktgR 1 gETHERK

Most of the business firms and other organizations use stationery
with a printed letterhead, which contains all or some of the following
elements: the company’s name, address, postcode, telephone number,
telex number, fax number, email address, and possibly the name of the
chief executive. It may even include a picture or slogan for a symbol of
the company. This will be useful not only to the reader in responding to
the message but also to the firm in creating a favorable impression.
If the you are using does not have a printed letterhead, n. 3R
type the company’s name, address, phone number and email address in

the upper right-hand of the page.

All business letters should have the correct date typed under the
letterhead. The date records when the letter was written and may serve
as an important reference. For example, if there is a question about an
order or shipment, a contract, or a reply to customer complaints, you
will have the dated copy of a letter in your files to when you vt #%5E, HIiE
wrote the message and what you said. Try to send the letter on or close
to the date typed under the letterhead.
The date is usually placed two lines below the last line of the
letterhead, at the left margin for full block style or ending with the right
margin for indented style. It is usual to show the date in the order of
day/month/year (English practice), or month/day/year (American
practice). For the day, either or s L FPH
can be used. However, there is a growing tendency to omit the ordinal
suffixes -st, -nd, -rd and -th that follow the day of the month in the date
line. For example,
25th March 2009
March 25th, 2009
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25 March 2009
March 25, 2009
Never give the month in figures and ,forit can easily n. 45, 4551

cause confusion.

The inside address consists of the name, address and zip code of
the company or person to whom you are writing. It usually begins

directly or on the third line below the date line.

If the letter is addressed to a person, use either a ~ ALK
(Miss, Mr., Mrs., or Ms.), or if appropriate, rise a LRI

(Dr. or Prof., for example).
Do not use both kinds of titles with one name. Sometimes, the title
of a person’s position within the organization may be included and
typed either immediately after the person’s name or on the line below
the person’s name, whichever position results in better balance. If the
letter is to a group, the inside address includes the full group name and
the address. Care should be taken to address the as exactly as n. ¥%H
it appears on the of the letter. See the example below: n. {5
Mr. Alfred McKenna, Treasurer
Finance and Accounting Department
Warren, Hanson & Associates
259 Third Avenue
New York, New York 10007

The salutation is the greeting with which every adj. FMERI, FREEH
letter begins. After the inside address reference line, the salutation is
typed two lines down, flush with the left margin.

The customary formal greeting in a business letter is:

(1) for addressing one person

Dear Sir,
Dear Madam,
(2) for addressing two or more people
Dear Sirs,
Dear Madams,
Gentlemen, (always should be in plural form)

A formal greeting is usually followed by a colon. If the receiver is
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known to the writer personally, a less formal and warmer greeting is
used as follows:
Dear Ms. Bontoux,
Dear Dr. Walter,
The trend is towards “Ms.” as the courtesy title for all women
regardless of their ' iR VNITA

The body of the letter, which contains the message you want to
send across to the receiver is the core of the letter. A good letter will not
only get the business done but also promote goodwill. Thus, it should be
carefully planned and messages should be stated and arranged logically.
It is best, even for a short letter, to divide the body into at least
two or three paragraphs, confining each paragraph to one topic. This step
makes your text easier to read and presents your message more clearly. A
typical plan for a three-paragraph letter would look like the following:
Paragraph one—Begin with information that Gl E R
and some need or interest of the reader, or refers to  #2%, #%F|, #H
the previous correspondence if there is one. Put “you” into the letter.
Paragraph two—Bring in your involvement, or what service or
information you have to offer. Put “you and I” into the letter.
Paragraph three—End the body of the letter with the action or

idea that you want the reader to consider or with the results you would

like to have.

The complimentary close is merely a polite way to end a letter. It
is a part of the body of a business letter. It appears in the middle of the
page and two lines below the closing sentence for complimentary close

should be in accordance with the salutation.

Formal Less Formal Informal

Dear Sir or Madam, | Dear Mr. Smith,

Salutation | Dear Sir, Dear Ms. Yen, |Dear Mary,
Gentlemen, Dear Hope, Dear Tom,
Yours faithfully, Yours sincerely, | Sincerely,

Complimentary | Faithfully yours, Sincerely yours, | Cordially,
Truly yours, Cordially yours, | Best regards.
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The signature mainly consists of the addresser’s signature, followed
by the typed name of him or her immediately. For example:
Yours truly,
Frank W. Weston LI\
Frank W. Weston
Vice President, Distribution Chief of the Mineral Dept.
Grand Resources Import & Export Co.

An “attention line” is considered a part of the inside address and it
leads the letter to a particular person or department when the letter is
addressed to a company. It is usually typed two lines above the
salutation, as shown below:

Western Utilities, Inc.
817 West Main Street
Denver, Colorado 80061
Attention: Import Dept.

We can also use the following expressions:

A H S A 2
Attention of Mr. Standard, General Manager

The subject heading is regarded as a part of the body of a business
letter. Usually it is in or initial capitals underlined. It is K55 &t
centered over the body of the letter, and placed two lines below the
salutation to call attention to what content the letter is about.

(1) Dear Sir or Madam,

SUBJECT: NEW g, HEX
(2) Dear Sir,
Our Sales No. TESS n AESE, #EAE: A

In business communication, when a firm writes to another, each



S BR T IE R H

will give a reference. References enable replies to be linked with earlier
correspondence and that they reach the right person or department  ve. fRilE, $HR
without delay. Many letter-headings provide space for reference.
Since the reference is generally used as a useful indication for

filing, it should be easily seen. It is often placed two lines below the
letterhead. It may include a file number, departmental code or the initials
of the signer of the letter to be followed by the typist initials. The signer’s
initials are usually in letters; the secretary’s initials are v. K5
sometimes typed in small letters. The two sets of initials may be divided
by the sign or a full stop. When giving the reference of a adj. HUFHK]
previous letter, to which the present letter is reply, it is helpful to give
the date of the earlier letter. Typical references might therefore be:

Your ref. 23 TMR/AW/25 April 2009

Our ref. 23 PTR/XN

An enclosure notation should be added to the business letter, when
such documents as , catalogues, price lists, n. N 1 BB
, etc. are attached to the letter. The enclosure notation follows
two lines after the signature block. Type the word “Enclosure”, or its
abbreviation written as “Enc.” or “Encl.” with the number of enclosures
or with a reference of their nature. Thus, a typical enclosure might read:
Encl-2
1. Price List
2. Terms and Conditions of Sale
Make sure that the number of items should be the same as the

items mentioned in the letter.

notation is used when copies of the letter are sentto 5, ElIA
others. Type “CC” or “cc” with the names of the persons who will receive
the copies of the letter, after the signature block at the left margin. For

example, cc The Chamber of Commerce for Metal and Minerals.

When you find something forgotten to be included in the letter
body before the envelope is to be sealed up, you may state it in a

with a simple signature again. The adding of a P. S. should, . P&, J&id



