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Business Letter Writing

Working Task

The purpose of communication is to obtain complete understanding between
the parties involved, and elicit the responses required. In this part, students are
required to acquire some basic knowledge about the layout of business letter
writing, and master the writing principles so as to avoid confusion and waste of

time for both sender and receiver.

Task Description

Business letter has its special features, especially in format and structure.
Considered in its most fundamental terms, a business letter may be defined as a
message that attempts to influence its receiver to take some action or attitude
desired by the sender. Thus, the ability to write an effective business letter will
help those who want to represent themselves positively to their customers,

competitors and employers.

Writing Skill

1. Layout of Business Letteré

Usually, there are the following elements in formal business letters.
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(1) Letterhead ({53k)

Letterhead includes the sender’s name, postal address, telephone number,
fax number. and E-mail address, etc. Usually letterhead is printed in the up-
center or at the left margin of a letter.

Chiwan Petroleum Supply Base
Chiwan, Shenzhen, China
Tel: 769840

Oil Patch Tel: 4352136

Fax. (5677)6670825

E-mail: cpsb@sohu. com

(2) Reference and Date (mEFNEW)

In business communication, when a firm writes to another, each will give a
reference. The reference may include a file number, departmental code or the
initials of the signer followed by that of the typist of the letter. These are marked
“Our ref:”and*Your ref:” to avoid confusion:

Your ref:
Our ref:

They are typed immediately below the letterhead. If desired, the reference
initials can also be placed at the lower left margin two lines below the name of the
signer.

The date should always be typed in full and not abbreviated (e. g. December for
Dec. ). And the -th, -st, -nd, and -rd that follow the day can be omitted(e. g. 6 May
for 6th May, June 1 for June 1st ). Don’t write 09 instead of 2009 for the year.

The forms of dates are as follows:

16 August, 2009 August 16, 2009

Avoid typing dates in figures (e. g. 12/3/2009), since it should easily be
confusing. Because English form follows the order of day, month and year while
the U. S. practice is to write in the order of month, day and year. So 12/3/2009
could be taken as either December 3, 2009 or March 12, 2009.

(3) Inside Name and Address ()& FrFnitit)

The name and address of the receiver is typed at the left-hand margin about
two to four spaces below the date. It appears exactly the same way as on the
envelope.

The following are the two examples to show the way of writing an inside
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name and address:

e.g. 1 Messers William & Werner
36, Tower Street
North York, Ont
M2H1W8, Canada

e.g. 2 Mr C. E. Eckersley
The London Export Corporation
6&.7 Clifford Street
London, W. 1, England

(4) Attention Line (271 A)

Attention line is used when the writer of a letter addressed to an organization
wishes to direct the letter to a specific individual or section of the firm. It generally
follows the inside address.

e. g. Attention: Mr. Smith Attention: The sales Manager

(5) Salutation (FRFEE)

Salutation is usually typed three spaces below the inside address of the
attention line, and followed by a comma for “Dear Sir”, “Dear Sirs” and a colon
for “Gentlemen”.

The customary formal greeting in a business letter is “Dear Sir” or “Dear
Madam” for addressing one person; and “Dear Sirs”, “Dear Mesdames”, or
“Gentlemen” (always should be in plural form and never write “Gentleman”) for
addressing two or more people. If the receiver is known to the writer personally,
a warmer greeting “Dear Mr. sb. ” is then preferred.

(6) Subject Line (& H)

Subject Line is actually the general idea of a letter, It is inserted between the
salutation and the body of the letter either at the left-hand margin for fully-
blocked letter form or centrally over the body for other forms. It calls the
receiver’s attention to the topic of the letter.

(7) Body of a letter (IE3Z)

This is the main part of the letter. It expresses the writer’s idea, opinion,
purpose and wishes, etc., so it should be carefully planned.

(8) Complimentary Close (45 E# &)

Complimentary Close is merely a polite way of ending a letter. It is in

keeping with the salutation. The most ‘commonly used sets of salutation and
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Complimentary Close are:

Formal ;
Dear Sir(s), Yours faithfully,
Gentlemen: Truly yours,

Less Formal:

Dear Mr. Henry, ( : )  Yours sincerely,

(or: Sincerely yours,)

(9) Signature (% %)

It is common to type the name of the writer’s firm or company immediately
below complimentary close. Then the person who dictates the letter should sign
his name, by hand and in ink, below it. Since hand-written signatures are
illegible, the name of the signer is usually typed below the signature, and
followed by his job title or position.

(10) Enclosure (Bff44)

If something is enclosed, note it below the signature.

e.g. 1 Enclosures 4 samples

e.g. 2 Encl. Price List

(11) Carbon Copy Notation (#hiX)

When copies of the letter are sent to others, type c. c. below the signature at
the left margin.

e.g. 1 C.C. The Osaka Chamber of Commerce

e.g. 2 C.C. Mr. G Well

(12) Postscript (MiS)

If the writer wishes to add something he forgot to mention or for emphasis,
he may add his postscript two spaces below the carbon copy notation.

e.g. P.S. The samples will be mailed to you tomorrow.

Try to avoid P. S. since it may suggest that the writer failed to plan his letter
well before he typed it.

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

@) Chiwan Petroleum Supply Base

Chiwan, Shenzhen, China
Tel: 769840
Oil Patch Tel: 4352136
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Fax. (5677)6670825
E-mail: cpsb@sohu. com
® Your ref. Our ref: bw/bw Date:7 March, 2009
@ Messers. J. Brown & Co.
219 Eastcheap
London, E. C. 3.
@ Attention: Import Dept.
® Dear Sirs,
® Oil Tools
(@ We thank you for your letter of March 2, 2009.
In compliance with your request, we are sending you here with a copy of our
latest price list for your reference.
All prices are understood to be CIF European Main Ports, subject to our
final confirmation.
Payment is to be made by irrevocable Letter of Credit available by draft at sight.
As there is a heavy demand for the goods, we suggest that you advise us by
E-mail in case of interest.
We are looking forward to your early reply.
® Yours faithfully,
©) Chiwan Petroleum Supply Base
(Signed) ...
Jiang yitian
Manager
@ Encl. as stated
@ C. C. our Branch Office in Chinese Hong Kong
@ P.S. Your letter of March 5 has just come to hand. As requested, we will

airmail you two samples tomorrow.
2. Format of business letters

(1) Full-block Format (£ 3 3L3X)
In the full-block format, all lines begin at the left margin. There is no
indention in the letter at all. This format is simple, easy to type, and is often

used in business letters.
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Letterhead
Date

Inside address

Salutation

Body of letter

Complimentary close

Signature

(2) Semi-block Format (33F3k3X)
Complimentary close and signature end at the right-hand margin of the

paper. All the other elements are blocked against the left margin.

Letterhead
Date

Inside address

Salutation

Body of letter

Complimentary close

Signature

(3) Conventional format(f&4t3\)
The difference between this format and the semi-block format is that it takes
four spaces in the first line of each paragraph of the body letter. The positions of

other elements are quite similar to those in the semi-block.
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Letterhead
Date
Inside address

Salutation
Body of letter

Complimentary close

Signature

3. Addressing Envelopes

Business envelopes ordinarily have the return address printed in the upper
left corner. The receiver’s name and address should be typed about half way
down the envelope.

The post mark or stamps should be placed in the up right-hand corner, while
the bottom left-hand corner is for post notations such as “ Confidential ”,
“Secret”, “Printed Matter”, etc.

Here are two samples:

(1) Block form (k=)

Jennifer Green

78 Cowpepper Road, Jericho

Oxford X2 6DP England

Purchase Manager Huapu Chemicals
Import and Export Corporation
29 Baishigiao Road
Haidian District
Beijing 100034
P; R."China
By Air
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(2)Indented form (4gi3X)

Overseas Trading Co.
88 Market Street
London, E. C. 3.
Huapu Chemicals
Imp. & Exp. Corporation
Li Qing
Chaoyang District
Beijing 100022

P. R. China

4, Writing Principles of Business Letters

(1) Courtesy

Courtesy is not mere politeness. It stems from a sincere You-attitude.

In order to make a business letter courteous, try to avoid irritating,
offensive, or belittling statements. To answer letters promptly is also a matter of
courtesy.

(2) Consideration

Consideration emphasizes You-attitude rather than We-attitude. When
writing a letter, keep the reader’s request, needs, desires, as well as his feelings
in mind. Plan the best way to present the message for the reader to receive.

The following points are necessary for writing a letter to embody

consideration:
e.g.1 We allow 2% discount for each payment. (We-attitude)
You earn 2% discount when you pay cash. (You-attitude)
e.g. 2 We won’t be able to send you the brochure this month.
(We-attitude)
We will send you the brochure next month. (You-attitude)

(3) Completeness

A business letter should include all the necessary information. It is essential
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to cbeck the message carefully before it is sent out.

(4) Clarity

The writer must try to express his meaning clearly so that the reader will
understand it well. To achieve this aim, he should try to:

(D Avoid using the words which have different understanding or unclear
meaning.

e. g As to the steamers from Chinese Hong Kong to San Francisco, we have
bimonthly direct services.
The word “bimonthly” has two meanings: twice a month, or once two
months. The reader will feel puzzled about the meaning.

(Rewriting) :

We have two direct sailings every month from Chinese Hong Kong to San
Francisco.

We have semimonthly direct sailing from Chinese Hong Kong to San
Francisco.

We have a direct sailing from Chinese Hong Kong to San Francisco every two
months,

@ Pay attention to the position of the modifiers.

e. g We shall be able to supply 12 cases of the item only.

We shall be able to supply 12 cases only of the item.
The modifier “only” in the above sentences modifies two different
words, so the two sentences have different meanings.

(@ Pay attention to the sentence structures.

e.g. We sent you 4 samples yesterday of the goods which you requested in

your letter of April 6 by air.
We sent you, by air, 4 samples of the goods which you requested in
your letter of April 6 yesterday.

@ Paragraph carefully and properly. -

Commercial letters should be clear and tidy, easy to be understood. So a
writer should paragraph a letter carefully and properly. One paragraph for each
point is a good general rule.

(5) Conciseness

To achieve conciseness is to use concise sentences and fewest words, without

losing completeness and courtesy, to explain the meaning of a letter clearly.



