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Module One Introduction

This part intends to pave the way for the following modules and mainly deals with
three matters: the layout and formats of English business letters, some fundamental
issues in business writing and frequently used vocabulary relating to commodity. As we
know, every walk of life has its own behavioral pattern and business letter writing in
each field has its own specific style. This is also true for international business
correspondence. To be a good international trader, one has to follow the writing style in
this trade, namely, to communicate as international traders do, not only in contents but
also in forms. The first matter is a formal issue concerning the different parts of a
business letter and how these parts are arranged and also the addressing of the envelope.
A well-arranged layout and format not only makes the letter attractive to the addressee in
appearance but also helps deliver the information more clearly and effectively. The
second matter discusses two subjects: general writing rules and specific principles
followed in business letter writing. One point to be borne in mind is that in order for the
rules and principles to serve as writing guidelines, hard practice in writing and reading
is absolutely necessary. As the commodity is the subject matter and the center of a
business transaction, it is crucial to specify the commodity in terms of its name, quality
and quantity. As there is no proper place to examine this problem in the following
modules, the last part lists some frequently used terms concerning the specification of
quality and quantity of commodity to complement and facilitate the smooth flow of the
following modules.

P 1.1 The Structure and Forms of English Business Letters

1.1.1 The Structure of English Business Letters

An English business letter differs itself from other types of English writing in several
20 1
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aspects, especially in terms of its components. Simply by skimming its appearance one
can know a writing is a letter even without reading the passage itself. As the following
specimen shows, a business letter contains several relatively fixed parts. For the purpose
of illustration, names of the parts in the specimen are put in the frames.
Actex Co. Ltd.
1-213 Hamayama-dori
Hyogo-ku (DLetterhead
Kobe City, Hyogo Pref.

Japan
3 June, 2006

Mr. Teo Pin

Singapore Moulds and Tools Centre Pte Litd.

Blk 6020#01-02 @ Inside Name &
Address

Ang Mo Kio Industrial Park 3
Singapore 569474

Dear Mr. Teo, ‘—
Re: Arrangements regarding Mr. Tang’s visit <—— ® Subject Line

I have received your letter concerning your wish to send Mr. Tang
Ngoh Tiong to visit us at Actex Co. Ltd. I completely agree that a
visit by one of your senior staff would be beneficial to both our
organizations.
I should therefore like to arrange a suitable time for Mr. Tang to

. . . A < © Body
visit so that he derives maximum benefit from his time with us.

From our point of view, he can stay as long as he wished. May we

suggest a week-long visit, followed up by periodic visits afterwards?

If it is convenient, perhaps he could join us on 15 September.

Please let me know if this arrangement is satisfactory.

Yours sincerely, CZ{ (@ Complimentary Closing

2 09
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Ken Fukuzawa
e
Public Relations Officer

4

KF/hs CZ{ © Abbreviation for Dictator & Typist (Reference)l

CC  Mr. Kokubo (G 1M
z Kolaubo { Coneml Mansger) @ Carbon Copy Notation—|
Mrs. Smithson ( Marketing Manager)

As can be seen, this specimen contains 10 parts, and there are situations in which
other parts may be required. The following lists all the 13 parts that may appear in an
English business letter according to the sequence of their appearance. Before we move
on to illustrate each part, it is necessary to point out that not every letter is made up of
all the 13 parts. In other words, not all the 13 parts have to be put in one same letter.
The parts with asterisk on the following list are optional, that is, they are put in a letter

just in case of need.

(1) Letterhead 153k

(2) Reference " 174435

(3) Date HH#i

(4) Inside name & address PN 4% FRFIHHE
(5) Attention line " 27

(6) Salutation FRIF

(7) Subject line * ZF

(8) Body 1IE3C

(9) Complimentary closing %% BAJIE
(10) Signature &5

(11) Enclosure * {4/ Fpff

(12) Copy notation " 5%

(13) Postscript” it 5/ -8

(1) Letterhead
This part contains the writer’s information and usually includes his or her company’s

name, address, postcode, telephone number, fax number and email address. The

2@ 3
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purpose of this part is to provide the reader with the sender’s essential information and

with the return address.

The sequence of the address should follow: number, street, city, post code and
country. e. g.
The Teleson Company
198 Market Street — number and street
Dallas, Texas 65236 ———— city ad post code
U.S. A. . — country

Sometimes, the business line and names of the company’s board of directors are
also included in the letterhead. e. g.
Graden & Jones

Limited
Directors : Upper Bridge Street
director +—— | D. C. Graden Leeds 2
director +— | P. G. Jones Telegraphic address:
Tel: Leeds 234567 GRAJO LEEDS

Remark 3
If it is printed, it is often put in the up-center; if it is typed, it is often put at the
left margin of the paper.

(2) Reference”
This part is used mainly for the purpose of filing and usually includes a file
number, a department code or the initials of the dictator/signor followed by that of the

”

typist of the letter. It is marked “Our ref:...” and “Your ref:...”. Here, “Our ref”
refers to the writer’s file number and “ Your ref” refers to the reader’s file number.
Sometimes, the initials of the dictator/signor and typist may be put below the signature,
as shown in the above specimen.

This part is usually put two lines below the letterhead or two lines below the date

4 =
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line or on the same line with the date.

(3) Date

The date shows the time when the letter is sent.

There are different ways to express the date in different countries and regions. For
example, in Britain, the sequence is the date, the month and the year, and in the
United States, it is the sequence of the month, the date and the year.

Therefore :

3/4/2011 is 3rd April, 2011 in Britain, but 4th March, 2005 in the United
States.

To avoid such confusion, it is recommended to write the month and the year in full
instead of using abbreviations. In so doing, confusion can be avoided no matter whether
the date is put before or after the month and no matter whether the date is given in
cardinal form or ordinal form. The date of 2005/07/09 ( computer time sequence) can
be written in the following four ways and they are all acceptable and give no concern for
confusion.

9 July, 2005; July 9, 2005; 9th July, 2005; and July 9th, 2005.

The date is usually put two lines below or above the reference, or on the same line

with the reference.

Remark

From the above illustration, we can see the date line and reference line can change

their positions with each other or that they may appear on the same line.

@) Inside name & address

This part provides some essential information on the addressee, usually including
his or her name and title, the company name and address. This practice is quite
different from that in China. It would be treated as unnecessary and redundant for a
Chinese business letter, as both the writer and addressee know such information. So why
bother? The logic is that should the letter be sent to a wrong address, the addressee will
know who should actually get it and transfer it to the right address, saving time and
avoiding trouble.

When addressing this part, we should pay special attention to the sequence of the
20 S5
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subparts in this part and to the title given to the addressee of the letter.
A. The sequence is as follows :

Addressee’s name

His or her title

Company name

Company address

B. Title given to the addressee .
I. When the letter is addressed to a company and there is no specific addressee,
omit it.
II. When there is a specific addressee, give the title as follows:

a. commonly used title such as Mr. , Esq. , Miss, Mrs. , or Ms.

b. special title if the addressee has one, such as Doctor, Professor, Colonel or Sir
before the addressee, and Ph. D or M. P. after the addressee, followed by his
or her official position. For example;

@ Dr. E. Browning
President
® A. Jones, Ph.D.
® Sir C. Rivers, M. P.
This part is usually put two lines below whichever of the date line and the reference

line that is put below the other part.

(5) Attention line”

This part is used to direct the letter to a specific individual or section of the
company. It generally follows the inside name and address with no punctuation after the
word attention. Sometimes, it is underlined for the purpose of emphasis. e. g.

The Space Engineering Co. Lid.

Brasenose Street

Manchester

M60 8AS

Attention the Sales Manager
or;

Attention the Marketing Department

6 &
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(6) Salutation
The salutation is the polite greeting with which a letter begins, and is placed two
lines below the inside name and address or the attention line (if there is a such line).

The following table shows different ways to address the addressee in different situations.

Dear Sirs, To a company

Gentlemen: (US. style) | To a company

Dear Sir or Madam, To a company

Dear Sir, To a man whose name is unknown to the writer
Dear Madam, To a woman whose name is unknown to the writer
Dear Mr. Smith, To a man

Dear Mrs. Smith, To a married woman

Dear Miss Smith, To a single woman

Dear Ms. Smith, To a woman unsure if married or not

Dear John, To a close friend

(7) Subject line”

The subject line is actually a part of the body of the letter and it is used to
summarize the topics of the letter and facilitate filing. It is especially useful when the
message is complicated or deals with several issues. The addressee will be able to figure
out the main ideas of the incoming letter with a quick glance and make his or her
decision about how to deal with the letter. The subject line usually occupies one line and
is put above each main idea of the message. It can be underlined for the purpose of
emphasis. If the message deals with several issues, the writer may use several subject
lines. “Re:”, “Subject:” or “Sub:” may lead the subject and this line is usually
underlined for the purpose of emphasis. e. g.

(D Re: Recommendation of Joyce Lane

@ Subject: Recommendation of Joyce Lane

3 Sub: Recommendation of Joyce Lane

(@ Recommendation of Joyce Lane
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(8) Body

This part contains the actual message of the letter and is usually made up of three
parts; the beginning, the main message and the ending.

The beginning can be used to make introductions, to arouse the addressee’s interest
or to refer to previous correspondence between the two parties. For the main message,
don’t put several issues into one paragraph and it is suggested that each paragraph
discusses only one issue, thus facilitating reading by the addressee. And also remember
to put the most urgent or important issue at the beginning of the message. This is
especially important when the letter is long or in electronic form. The ending can be
used to express the writer’s action plan, make requirements upon the addressee, or draw
a conclusion to the message.

Another point to be borne in mind is that, in addition to the delivery of the actual
message, attention should also be paid to the tone of the message, that is, the way the
message is delivered. Different situations will require different tones, such as

expectation, regret, sincerity, apology, etc.

(9) Complimentary closing

Complimentary closing is merely a polite way of ending an English business letter
just as the salutation politely begins the letter. As both the salutation and complimentary
closing add nothing substantial to the main message, they can even be omitted in
simplified form used at present. Yet, if both parts are used, they should agree with each
other, that is to say, when a formal salutation is used, the complimentary closing should
also be formal; when an informal salutation is used, the complimentary closing should

also be informal, as can be shown in the following table.

Dear Sirs, Very formal

Yours respectfully, (US. Br. style)

Gentlemen; Yours faithfully, (Br. style) Formal
Yourstruly, (US style)

Dear Sir or Madam,

Yours sincerely,
Dear Mr. /Mrs. /Ms. /Miss Smith ) Less formal
Yours cordially,

Best wishes,
Dear John, Informal

Warmest regards

8 9



