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Module 1 Basic Knowledge of Business
Letter Writing

Importance and Objectives
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Introduction

In modern society, with rapid development and keen competition, various modes of
communications between individuals and groups, especially between those enterprises
who are engaging in importing & exporting goods from abroad, have been becoming much
more frequent and important than before. Compared with other modes of communications,
English business letters have been playing an important role in international trade or
foreign trade. They can help not only exchange feelings but also pass on useful information
and express main ideas on international trade or foreign trade.

1.1 Functions of Business Letters

There are two main functions of English business letters. The first one is to make a
quotation or an offer, an enquiry or an order, a complaint or a claim, etc. or give a reply to
an enquiry, an offer, an order, a complaint or a claim, etc.; the second one is to keep a
record of all the important information for reference or for file.

In a word, English business letters serve to get or convey business information about
international trade or foreign trade; to make or to accept an offer or an order, a complaint or
a claim, etc.; even to deal with various business situations.
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1.2 Forms of Business Letters
In business practices, the following four forms are usually used in English business letters
according to the senders’ preferences.

1.2.1 Full Block Form

It was customary to type every part of an English business letter from the left margin so as
to be convenient for a typewriter, which is called Full Block Form. But later than it was not
considered a beautiful layout. So some businessmen use a Modified Block Form with
Indented Style instead.

Specimen

Marketing Department
ABC Textile Company
Boston, MA 02161
UV.SA

Tel: XxXXXXX

Fax; XXXXXX

Your ref: BO825

Our ref: ACDE
Date: Aug. 8, 2010

Dongfang Textile Import I Export Corp.
118 Keyuan Road, 100080
Betfing, China

Dear Sirs,

Thank, you for your letter of August 6, 2010. We are a company that has been engaged in importing textile from
your country for ages and have enjoyed great popularity in this line.

As we have the same business scope, we are interested in entering business relations with you. Our
purchasing manager will contact you in person. And we are enclosing a copy of our self-introduction for your

reference.

We are looKing forward to your reply with great interest.

2



Module 1 Basic Knowledge of Business Letter Writing

Yours faithfully,

(Signature)

J. Mark, Manager
Marketing Department
ABC Textile Company

1.2.2 Modified Block Form with Indented Style

In Modified Block Form with Indented Style, the sender’s address is typed in the up-center
part, while the receiver’s address starts from the left margin under the line of Date and
Reference. Complimentary Close and Signature are all typed from the middle little towards
the right.

But in today’s more and more frequent economy contacts, English business letters should
be simple and clear, so Modified Block Form and Simplified Form come out.

Specimen

Marketing Department
ABC Textile Company
Boston, MA 02161
VSA.

Tel: xxxxxx  Fax; XXXXXX
Your ref: B082S Our ref: ACDE Aug. 8, 2010

Dongfang Textile Import T Export Corp.
118 Keyuan Ryad,
Beifing, China

Dear Sirs,

Thank you for your letter of August 6, 2010. We are a company that has been engaged in importing textile from
your country for ages and have enjoyed great popularity in this line.

As we have the same business scope, we are interested in entering business relations with you. Our
purchasing manager will contact you in person. And we are enclosing a copy of our self-introduction for

your reference.
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We are looking forward to your reply with great interest.

1.2.3 Modified Block Form

Yours faithfully,

(Signature)

J. Mark, Manager
Marketing Department
ABC Textile Company

In Modified Block Form, all the parts of an English business letter start from the left margin
except Date and Reference, Complimentary Close and Signature which are placed same
as that in Modified Block Form with Indented Style.

Specimen

Marketing Department
ABC Textile Company
Boston, MA 02161
U.SA.

Tel: xxxxXXX

Fax; XXXXXX

Your ref: B0825 Our ref: ACDE

Dongfang Textile Import I Export Corp.
118 Keyuan Road, 100080
Beifing, China

Dear Sirs,

Aug. 8, 2010

Thank, you for your letter of August 6, 2010. We are a company that fas been engaged in importing textile from

your country for ages and have enjoyed great populanity in this line.

As we have the same business scope, we are interested in entering business relations with you. Our purchasing

manager will contact you in person. And we are enclosing a copy of our self-introduction for your reference.

We are looking forward to your reply with great interest.



Module 1 Basic Knowledge of Business Letter Writing

Yours faithfully,

(Signature)

J. Mark, Manager
Marketing Department
ABC Textile Company

1.2.4 Simplified Form

Simplified Form is somewhat like Full Block Form. But some parts are omitted, such as
Reference, Salutation and Complimentary Close.

Specimen

Marketing Department
ABC Texgile Company
Boston, MA 02161
USA.

Tel: XXXXXX

Fax; XXXXXX

Aug. 8, 2010

Dongfang Textile Import I Export Corp.
118 Keyuan Road, 100080

Betfing, China

Thank you for your letter of August 6, 2010. We are a company that has been engaged in importing textile from
your country for ages and have enjoyed great populanity in this fine.

As we have the same business scope, we are interested in entering business relations with you. Our purchasing

manager will contact you in person. And we are enclosing a copy of our self-introduction for your reference.
We are looking forward to your reply with great interest.

(Signature)
J. Mark, Manager

The above four forms of an English business letter are all popular among most import &
export companies and are commonly used nowadays. A sender could choose whatever he

5
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or she likes from those according to his or her preference. But do remember that the main
aim of designing an English business letter is to make it not only pleasing to the eyes of the
receiver, but also convenient to be typed for the sender.

1.3 The Structure of Business Letters

1.3.1 Parts of a Business Letter

Letterhead 15k

Reference and Date %5 1 H }{H
Inside Name and Address {5 A f%k 4 Fiistht
Attention Line EEHEHIVEIIA
Salutation  FRIT

Subject Line

Body 1E3X

Complimentary Close 4% 4%
Signature %4

10. Enclosure [t

11. Carbon Copy Notation #)i%
12. Postscript {5

© 0 NG AON

I— Marketing Department
ABC Textile Company
Boston, MA 02161
VSA

Tel: xxxxxx  Fax; XXXXXX
2——Your ref: B0825 Our ref: ACDE Aug. 8, 2010
3——Dongfang Textile Import oI Export Corp.
118 Keyuan Road, 100080

Beifing, China

4— Attention Line: Sales Department

5 Dear Sirs,

6——Subject Line: Textile
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7——Thank you for your letter of August 6, 2010. We are a company that has been engaged in importing textile
from your country for ages and have enjoyed great populanity in this line.

As we have the same business scope, we are interested in entering business relations with you. Our

purchasing Manager will contact you in person.
We are looking forward to your reply with great interest.
8——Yours faithfully,

9——(Signature)
J. Mark, Manager
Marketing Department
ABC Textile Company

10— Encl. as stated
11——C.C. our branch offices

12——@.8. It will be highly appreciated if you airmail us your latest price list and catalogue for our

reference.

1.3.2 The Ways of Writing All the Above Parts

1. Letterhead 153k

Letterhead includes the sender's name, postal address, telephone number, fax number
and e-mail address, etc. Usually it is typed in the up-center or at the left margin of a letter
writing paper.

2. Reference and Date %' F1 H #

In business communications, when a company writes to another one, each of them often
gives a Reference for file, which may include a file number, departmental code or the
initials of the signer followed by the typist of the letter. To avoid confusion, they are marked
“Our ref:” and “Your ref:”, which are typed immediately below Letterhead.

Date should always be typed in full and not abbreviated, and the -th, -st, -nd, -rd that follow
the day can be omitted. But do remember: Don’t write 10 instead of 2010 for the year.
Meanwhile, avoid typing dates in figures, since it could easily be confusing. Because British
form of an English business letter follows the order of day, month and year while the
American practice is to write it in the order of month, day and year. So 08/11/2010 could be
considered as either November 8, 2010 or August 11, 2010.
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3. Inside Name and Address {5 A 2 44 Filsth ik

The name and address of the receiver is called Inside Name and Address, and is usually
typed at the left-hand margin about two to four spaces below Date and Reference. It should
appear exactly the same way as it is on the envelope.

Mr., Mrs., Miss, Ms. and Messrs. are used to address to a person, which are called the
ordinary courtesy titles. Mr. for a man, the others—Mrs., Miss, and Ms. for a woman.
Messrs. (abbreviation of Messieurs) is also a courtesy title, used for partnerships whose
company’s name includes a personal element, as in Messrs. William & Thomas.

4. Attention Line = HIUEIAN

Attention Line is used when the sender of an English business letter addressed to an
organization or an enterprise but be wished to direct to a specific individual or section of the
organization or the enterprise. It generally follows Inside Name and Address.

5. Salutation FRIT

Salutation is the complimentary greeting with which the sender opens his or her letter. Its
form depends on the sender’s relationship with the receiver. It is usually typed two spaces
below Inside Name and Address or Attention Line, and followed by a comma for “Dear Sir”,
or “Dear Sirs”, “Dear Madam” or “Dear Mesdames” and a colon for “Gentlemen”(always
should be in plural form and never write “Gentleman”). If the receiver is known to the
sender personally, a warmer greeting can be used, such as “Dear Mr. Smith”.

6. SubjectLine

Subject Line is actually the main idea of an English business letter. It is usually positioned
between Salutation and Body of the Letter either at the left-hand margin for Fully-blocked
Letter Form or centrally over the Body of the Letter for other forms. It aims to call the
receiver’s attention to the topic of the letter.

7. Body of the Letter 13

Body of the Letter is the most important and essential part of an English business letter. It
serves to express the sender’s ideas, opinions, purposes and wishes, etc., so it must be
carefully planned and designed.

When writing, please pay more attention to the following.

1) Write briefly, courteously, grammatically and to the point.

2) Confine each paragraph to one topic.

3) Type it accurately and try to display it artistically.

Notes

1) Margins especially are quite important, for they can serve to “frame” the letter to make it

8



Module 1 Basic Knowledge of Business Letter Writing

pleased to the receiver’s eyes.

2) If there has been previous correspondences, the reply letter should refer to it in the first
paragraph. While the sender’s plans, hopes and expectations should be expressed in the
last paragraph.

8. Complimentary Close &5 2%
Complimentary Close is merely a polite way of ending an English business letter. It should
be in keep with Salutation. The most commonly used sets of Salutation and Complimentary
Close are as follows:
1) Formal: Dear Sir(s), / Gentlemen:

Yours faithfully, / Faithfully yours, / Yours truly, / Truly yours,
2) Less Formal: Dear Mr. Smith,

Yours sincerely, / Sincerely yours,

As Salutation and Complimentary Close are merely a matter of courtesy and don’'t mean
anything to the message — Body of the Letter, they are usually omitted in Simplified Form
used nowadays.

9. Signature %%

It is common to type the name of the sender’'s company immediately below Complimentary
Close. Please note that the person who dictated the letter should sign his or her name by
hand or in black or blue ink followed by his or her job title or position, since hand-written
signatures are always illegible and may cause confusion.

10. Enclosure [f{fF
If something is enclosed for the receiver’s reference, note it below Signature.

11. Carbon Copy Notation #)i%
When copies of an English business letter are ready to be sent to others in the same company,
who may be related to the message, remember to type C.C. below Signature at the left margin.

12. Postscript [ff 5

If the sender wishes to add something he or she forgot to mention or just for emphasis, he
or she may add P.S. two spaces below C.C. But try to avoid using P.S. , since it may imply
that the sender failed to plan and design his or her letter well before he or she typed it.

1.3.3 Addressing Envelopes

The envelope of an English business letter always has the return address (the sender’s address)
printed in the upper left of the cover, while the receiver’'s name and address is in about half way
down the envelope centrally. The postmark or stamp should be placed in the up right-hand comer,

9
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while the bottom left-hand comer is for post notations such as “Confidential”, “Secret”, “Printed
Matter”, “Registered”, “Urgent / Rush”, “Sample”, “with Compliments”, “Photo inside”, etc.

Specimen

Marketing Department (Stamps)
ABC Textile Company

Boston, MA 02161

UVS.A.

Dongfang Textile Import oI Export Corp.
118 Keyuan Road, 100080
Beifing, China

Urgent

1.4 Writing Principles and Language Features of Business Letters

The writing of an English business letter is a kind of practical English writing, so the proper
usage of practical language is an essential element. Such a practical writing has its specific
language style, and the writing principles are called the seven “C”s. These are courtesy,
consideration, completeness, clarity, conciseness, concreteness and correctness.

1. Courtesy L5

Courtesy is not merely politeness. Actually it brings about a sincere attitude.

In order to make an English business letter courteous, you'd better try to avoid irritating,
offensive or belittling statements. And to answer letters promptly is also a matter of courtesy.

HEHR

%77 2010 4F 8 J1 8 LIk ki .

We have received your letter of August 8, 2010.

Your letter of August 8, 2010 has been received our careful attention.

2. Consideration {Aixt

Consideration emphasizes your attitude rather than our attitude. It aims to create a friendly
impression.

When writing a letter, you'd better keep the reader’s requests, needs, desires as well as feelings
in mind. And plan the most pleasure way to present the message for the reader to accept.

10



