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Unit One

The Make—up of a Business Letter

Standard Parts of a Business Letter

A business letter consists of seven principal parts;the letter
—head, the date,the inside name and address,the salutation,the

body,the complimentary close and the signature.

1. The Letter —head
The letter—head expresses a firm’s personality. Because of
this, many firms engage experts to design attractive notepaper
headings. The letter —head is printed at the top of the letter —pa-
per which is mostly white and of good quality. Styles vary consid-
erably,but they all give similar information including all or some
of the following elements: (1)logo or symbol(if any); (2)-fu11 le-
gal name of the firm,corporation,institution or organization; (3)
“full street address,city,state(province) ,ZIP Code or Post Code
(if any) ,country; (4)other data such as telephone numbers,cable
addresses , telex numbers or fax numbers etc. and sometimes state
the kind of business carried on if this is not clear from the firm’s

name. For companies registered in the United Kindom with limit-

1



ed liability the word limited (or a recognized abbreviation of it)
must form part of the name. Companies formed with limited lia-
bility in the United States use the ébbreviation Inc. ,while Aus-
tralian companies use (Pty)Ltd. as an abbreviation for Propri-

etary Limited,

2. The Date

Every letter should be dated—never send out a letter which
isn’t dated. The position of the date below the letter —head de-
pends on the length of the letter, but it should never be fewer
than two lines. The position of the date,either on the right or on
the left,depends on the style you decide to use. Only in the fully
block style is the date typed at left margin.

There are two different ways of writing the date;

May 10,1994 (American form)

10th May,1994 (British form)

Avoid writing the date numerically like 10/5/94 as it may
easily cause unnecessary confusion in correspondence with the U-
nited States where it is the practice to give dates in the order of
month,day and year. If you are giving information such as ship-

ping or expiry date,it is vital that the date should be correct,

3. The Inside Name and Address
In an ordinary business letter,the preferred position for the
correspondent’s name and address is the upper left —hand side of
the sheet one or two lines below the date line and usually typed
in block form without any punctuation marks at the end of every
line. Sometimes their position is designed to coincide with a cello-
2



phane window in an envelope,so that they act as the outside ad-
dress as well. When the receiver is a firm named after one or
more persons,e. g. Harrison & John Co. Ltd. ,Brown Sons & Co.
Inc. etc. ,the word“Messrs. ”is usually put before the name of the
firm for courteous purposes. The word “Messrs. ”is the abbrevia-
tion of the plural form of Mr.. But this word is not used when

the firm’s name is impersonal ,for example ; The Portland Cement
Co. Ltd. .

4. The Salutation

The salutation is the friendly greeting that precedes the
body of the letter. It’s typed one or two lines below the inside
name and address on the left —hand side. When addressing a let-
ter to a firm,it is customery to use“Dear Sirs”,followed by a
comma, but the Americans prefer “Gentlemen”, followed by a
colon. “Dear Sir”is used when addressing an individual. Never use
“Dear Gentlemen”or “Gentleman”. Letter to women, married or
unmarried , formally begins with “Dear Madam”. If in doubt as to
the sex of your correspondent use “Dear Sir”. When addressing a
letter to correspondent with whom you are acquainted ,use“Dear

Mr. xxx”,“Dear Ms. xxx”.

5. The Body of the Letter

In business letter — writing, the most important section of
the letter is the message or body. The body should begin two
lines below the salutation if there is no subject line Gf there is
one,the body should begin two lines below the subject line).

Three important factors which must be considered in busi-
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ness correspondence are ;clarity ,courtesy and conciseness.

Keep your letter brief but polite, and avoid complicated
swords when simple words will suffice. Don’t waste words on un-
necessary remarks. Keep your sentences and paragraphs short es-
pacially your first and last paragraphs and start a new paragraph
for each new point you wish to stress. Short sentences and para-
graphs provide easier reading and are easy to understand. Re-

member that time is always precious for all businessmen.

6. The Complimentary Close

The complimentary close is merely a polite way of ending a
letter. It is placed two or four lines below the last line of the body
of the letter,except in the case of fully block letters,it starts
about the middle or the right —hand side of the page.

The complimentary close should match the salutation. The
formal business letter which begins with “Dear Sir (s)”should
close with “Yours faithfully,”. For the personal letter which
opens with “Dear Mr. xxx”or the like, “Yours sincerely,”is the
usual complimentary close (the Americans prefer “Sincerely
yours,”). “Yours truly,”is a useful alternative to “Yours sin-
cerely,”when the writer wishes to be informal but has no person-
al acquaintance with his correspondent. With two writers who are
close friends,“With kind regards”or “With best wishes”is some-

times inserted before“Yours sincerely,”.

7. The Signature Area
All letters must be signed. Unsigned letters have no authori-
ty. The signature area usually includes four separate identifica-
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tions ;the firm name,the signature,the typewritten name and the
business title.

If printed on the letter —head, the firm name may not be re-
peated after the complimentary close (except in legal documents
or negotiable instruments). Even though the firm name is not
typed in the signature area,the firm is considered responsible for
the content of the message written by one of its agents.

The signature is the signed name of the person writing the
letter. It is pen written above the typed name ,the space left by
the typist which appears three to five lines under either the com-
plimentary close or the firm name. The person’s name is typed
beneath the signature so that the name is legible to the reader—
—sometimes people’s handwritten names can be very difficult to
read. The person’s typed business title and/or the name of his or

her department usually follows the typed name. For example:

Yours sincerely, or; Yours faithfully,

Jackson Brown & Co. Ltd.

(Signature) (penwritten)

T. David (typewritten) (Signature) (penwritten)
Deputy Manager T. David (typewritten)
Sales Department Sales Manager

If someone signs the letter on behalf of the firm or-higher
officials, the word “for” or the abbreviation “p. p. ” (Latin: per
procurationem )is added before the name of the firm. A rubber
stamp should never be used in place of a handwritten signature as
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