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Unit 1 Essentials of a Business Letter

HEEENELRER

1.1 Layout of a Business Letter

A business letter may have as many as 12 parts or more, each having different
function and conveying different message. Below is a sample letter with nearly all the

necessary parts of a business letter. We shall explain them one by one.
1.1.1 Letterhead

Letterhead is also called heading. It contains such information as the name of the
sender’s company, address, telephone number, fax number, and e-mail address, etc.
But in this textbook, we omit telephone numbers and fax numbers in order to save

space.
1.1.2 References

People use references to number the business letters so as to keep file and to link
the present business letter with earlier letters of the same business. The ways to make
references are :

1) to put them in the space below the letterhead the following words:

Our ref.. ...
2) to type the recipient’s reference in the place of subject line:
Dear Sir,
Your ref: HY-2009-09-29
3) to mention the recipient’s reference in the first paragraph of the letter:.
Dear Sir,
Thank you for your letter of October 4th, 2009, reference HY-2009-09-29.



1. Heading ( f&E3k)

EFESRBERRSE(EIR)

International Trading Co., Ltd.
17 Cantley Rd. London, SW
England

2. Dateline ( H¥1)

4. Inside Address
(bt )

5. Attention Line ( 738 )

February 4, 20--
Ref: WP0204

- Thomas & Co. Ltd.
77 Lewis St.
Springvale
Victoria 3171
AUSTRALIA

6. Salutation ( FRIFF)

Attention: Ms. Jessie Maria

‘Dear Ms. Jessie Maria,

7. Subject Line ( #7%8 )
8. Body of the Letter ( 1E3Z )

9. Complimentary Close

Subject: The Layout of a Business Letter

You are reading a letter containing all the parts of a business letter. You
are supposed to write letters with proper layout in this way.

The heading is usually printed while the inside address is absolutely
necessary in a formal business letter. The reference number, however, is quite
optional. The use of it is for the convenience of both the sender and the
recipient as it will help a lot in establishing an immediate linkage with the
previous letters exchanged of the business being discussed.

The attention line, if any, may follow the inside address as it is really a part
of the address.It should also be placed on the envelope. But the attention line
may not be absolutely necessary. It all depends on your real need.

The subject line may follow the salutation. It is considered part of the body
of the letter.

The most important part of all, of course, is the body of the letter. To
construct this part, you are supposed to observe some rules which will be
explained below with other parts of a business letter.

We hope you will understand the function of all these elements after your
study of this unit.

(FREEWE)

10. Company Signature

Yours faithtully,
International Trading Co., Ltd.

(AFEL)

11. Signer's Identification

(B£EFSE)

12. Enclosure

Cppthia Loin

(Ms.) Cynthia Liu

Encl: Information about a Business Letter President

CHHE)
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1.1.3 Dateline

Dateline marks the date of the letter. But you should follow the usual ways to
type the date of a letter, or it will cause some inconvenience to your reader;
1) day / month / year:
12th March, 2010
or: 12(th) March 2010 ( without a comma between month and year)
2) month / day / year:
March 12th, 2010
or; March 12(th) 2010
Please don’t write in such ways as “12-3-2010” or “12/3/2010” as it is easy to
confuse your reader: Does it mean March 12, 2010 or December 3rd, 20107 If you
write in “Mar. 12, 2010”, people understand it but since it is informal, it will not

leave a good impression on some people.
1.1.4 Inside Address

The inside address of your reader is actually the same mailing address on the
envelope. It is usually put in the upper left side corner below the dateline.
The address may include the following items
1) name and title ( position) of the reader
2) name of the company
3) business address:
a) house number
b) street
c) city or town
d) county or state and its post-code
e) country
Here is an example :
Mr. Henry Smith, President
Jackson and Sons, Inc.
223 Western Avenue
New London, Connecticut 06320
U.S. A.

1.1.5 Attention Line

The attention line is usually used when you want it to be handled by a specific
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individual at the company. Otherwise, you don’t have to use it. The attention line

may be underlined or typed in capitals:
ATTENTION: DR BLAKE WOOD
or: Attention: Dr Blake Wood

1.1.6 Salutation

The usual ways to use salutation are as follows:

1) Traditional salutation is “Dear” followed by the reader’s title and last name :
Dear Mr. Smith, /Dear Mrs. Smith, /Dear Miss Smith, /Dear Professor Smith,

2) If you are fairly well acquainted with your reader, use “Dear” followed by
the first name:
Dear Jessie,

3) If you do not know the name of the person you are writing to, use a general
salutation :
Dear Sir, / Dear Madam,

4) If you write sales letters without individual address, you may say :
Dear Customer,

Punctuation following a salutation can either be a colon ( ;) ( American way) or

comma (,) (British way) or without any punctuations at all.
1.1.7 Subject Line

Subject line usually uses a brief phrase to define what the letter is going to talk
about. It can either be placed under the salutation or above it:

Subject: Project AC00408

Re: Price quotation for men’s shirts

PURCHASE ORDER NO A4438

1.1.8 Body of the Letter

The body of the letter is the actual message of your writing. To make your
writing effective, you may follow some usual principles. They can be summed as six
Cs, namely “Clearness”, “Comprehensiveness”, “Conciseness”, “Correctness” ,
“Consideration” and “Courtesy”.

1) Clearness means conveying your message to the recipient without being
misunderstood. Please write in simple, clear and polite language, avoiding

stereotyped phrases and commercial jargon. Equally important is not to talk in one
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letter many different problems that need the attention of different persons.

2) Comprehensiveness requires complete information the readers will need. Be
sure to include necessary information so as to avoid the trouble of busy exchange of
correspondence which sometimes results in the loss of time and what is worse, loss of
opportunity.

3) Conciseness helps a lot to make business letters clear and effective. One
simple way to shorten a document is to get rid of unnecessary long words and
phrases. Please write short paragraphs, keeping one topic within one paragraph.

4) Correctness means to observe the conventions of spelling, grammar,
punctuation, usage and so forth. You should write complete and grammatically
correct sentences.

5) Consideration, or in another term, the “you-attitude” , becomes more and more
important in business writing. Good business writing can and should promote good
relations between you and your reader. This means you should share your reader’s points
of view and keep your reader’s needs in mind in order to achieve your desired effect.

6) Courtesy is one of the ways to show respect to your reader. Effective business
writing should always be courteous. In fact, the success of your business depends
largely on how you treat people.

Apart from what are mentioned above, we should know that generally a letter
will be three or more paragraphs in length. The first paragraph introduces the subject
of the letter, the second discusses the message in detail, and the third concludes it.

1.1.9 Complimentary Closing

This is a polite, formal way to end a letter. Standard forms are:
Sincerely / Sincerely yours / Yours sincerely

Yours truly / Truly yours / Yours very truly / Very truly yours
Yours faithfully

1.1.10 Company Signature

This is often omitted from less formal letters since this information appears in the
letterhead. But some prefer that company name appears in the signature for strict legal

responsibility.
1.1.11 Signer’s Identification

This includes the writer’s signature and the writer’s titles:



