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Unit 1
g8t Writing Essentials

155 15 BRI e A B 5%

Learning objectives

1. Understand the purpose of business letters

2. Remember the function of format elements of business letters
3. Study the business letter layout

4. Learn the e-mail format

HFEBR

I THESEREENER

2. BAEH IR 5515 eRs A A R Zh R

3. B4R %515 R B BEAE

4. H R ERE TR 5 R

Use the correct business letter format

The way a business letter looks immediately gives the reader their first impression even
before they read it. Your organization is manifest in all the details; the layout, the margins,
spacing and more. A weakness in any of these trivia can detract from the effectiveness of the
message, even though it is well written. Below are the elements of the formal business letter
format.

TEFBE R L N A ZRT, M7 —EIGok A TR SMEE . ARERH
RBE XA B G54, ABERZEIT5E, BMERERAS BHMRE, XM LK
(T BE AR R R (5 BB EIRCR . AR RIEX R LAF R i g =X

Layout ¥%3\

In a business letter format, there are many layouts; the three most popular are the in-
dented, blocked and semi — blocked (samples shown below in the same sequence) .

R REEZFREAN, HPA =MEE AR5 2%E T, FLX
fREX (T ampl)
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intended %4713\

Grey Cat Real Estate
256 Dupont Lane
New York, NY 1001
(212) 777-5555

Sty July, 2006

Big City Productions

822 Logan Place
New York, NY 10023

Dear Mr. Ben Nevis,

The indented layout of business letter, a traditional British practice, is what people are
most used to because this is how letters were written before PCs. In a lot of countries inden-
ting paragraphs in a business letter is still a must, but in the US the indented letter does
look a little outdated. If you choose the indented layout, you’d better use the mixed punctua-
tion as well, which requires an absence of punctuation marks from the date line, the inside
address lines and the signature block lines except a colon or comma after the salutation and
the complimentary close.

T XREGEWEEGRAAX, ERRERANAHTEZ. BeiiFZERNER
FLAERR A TR, EAEXEXFEXSBEEMN, WRREESTR,
2N R R IR ARk, BDHIY, Bk, S2%E EGA/FS, HRIE,
HRERFHZENE SBESRE

@



Blocked L3,

Grey Cat Real Estate
256 Dupont Lane
New York, NY 10011
(212) 777-5555

Sty July, 2006
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ey gy
New York, NY 10023

Dear Mr. Ben Nevis,

Sincerely,

Zoe Grey
Vice President

The blocked is the easiest to format as everything starts at the left margin. Thanks to its
striking feature, the traditional American style has come to be more widely used than
before. Comparatively, the open punctuation pattern, compact and tidy, is used — the end
of the date line, the inside address lines, the salutation, the complimentary close and the
signature block lines are unpunctuated, but the comma between the date and the year in the
date line and the full stop after the abbreviation are still needed.

PR MR A RRE RN, NENERTRE . XF &5 3% EE R
T HE R L LARTE R TEZMH. MRS, X EEmMEFN
TR ER AR R B, HAht, FRIF, 45RMREFMEL ST S
#HEE, BNFHREHMSEZERES REBRERES,
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Semi — blocked/ Modified — blocked JE& 3

Grey Cat Real Estate
256 Dupont Lane
New York, NY 1001
(212) 777-5555

Sty July, 2006

Big City Productions
822 Logan Place
New York, NY 10023

Dear Mr. Ben Nevis,

Sincerely,
Zoe Grey
Vice President

Modified block business letter is a mix of the above two styles. In the modified block
style the return address, date, complimentary closing and the signature line are slightly to
the right of the center of the paper.

REXmLEREE U EWRMERX, EREXNKEPEFHIE, B8, 4Rk
HAMEZ T EER T REHEELAPAE,

Margins ;3 #f

Word’s default margins are 1.0 inch for the top and bottom and 1.25 inches for the
right and left sides of the page.

WHEREAE T AHE 1.0 3&~F, AABHE 1.25 %),
Spacing %3%7

Most business letters using the correct business letter format are single spaced. Use
double space for short letters. Leave one blank line between paragraphs, 2 blank lines before
the complementary close (i. e. Sincerely) and 3 to 4 lines for the signature.

BRES TR R ROR Ml L BRI SR P B IE 0 0 L R AR 2K, SRR R XU AT, BRI
Ez=—47, SRWRFMZMT, £450% 3 8417, :

L kAWﬂ//ﬂ.W/I/Mth’#ﬂﬂM”//Whlrmru'!m'/ﬂ/’ﬁf/,uw"ﬁ@



|

T
&
!

Font 7k .

Another important factor in the readability of a letter is the font. The generally accepted
font is Times New Roman, size 12, although other fonts such as Arial may be used. When
choosing a font, always consider your audience. If you are writing to a conservative compa-
ny, you may want to use Times New Roman. However, if you are writing to a more liberal
company, you have a little more freedom when choosing fonts.

1hr R ABTE T 5 321 5 — N E R R TR REHMT A, Bl Arial i REHH
F, (BB 30 4532 (1) F 442 Times New Roman 12 5574k, 4RI FE—Fh (A i 7 2
ZRIREE R, MEREBR - MRFHIAE, BAVRT BERTE ZE M Times New
Rom Fk, {HZ, MRFRBEH—MAMBHIAT, #LATLIAEB H BT,

Envelopes {5}

Make sure the address on your envelope is easy to read. Place the address just below the
vertical center and just to the right of the horizontal center. Type the names of foreign coun-
tries all in caps.

fad Bt ZE R T . Wbt SEGEEBA T . SAERERBRNKRE

Spell out all numerical street names from one to ten and use a hyphen between street
and residence numbers, such as:

127 Ninth Avenue, North

556 - 91 Street

Five Park Avenue

A1 3] 10 BT B BT a4 1 B8 4 AR O LR BRE A B e 5 2Z 18] L E 49
SEE, fln.

BRI 127 5

91 K#5556 5

LS VN TN

Any special instruction such as “Personal,” “Please Forward,” or “Confidential,”
goes on the left side of the envelope below the return address. Place an “attention line” di-
rectly below the company name on an envelope.

R BRI IE LI “RAABIEAE, “HEHR” & “BH”, BEEREHEFED
W T . T “18ERS” WAEARZFREIIET I .
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Xu Fang
Star Sewing Machines
1 2 Guangzhou Road,
3 Shanghai,China
%
xf
A0 Mr. J. Armstrong, the sales manager,
W | United Steel Inc.
% 648 Eastern Avenue,
& | Pittsburgh
B, Pennsylvania, USA
Common Business Letter Format Elements
—f Ay R HL BRI X
The following examples contain the most common elements in a professional business
letter format.
PATF 2% M A R ol o Fi b e AR X
| Grey Cat Real Estate
| New York, NY 10011
(212) 777-5555
Sty July, 2006
Big City Productions
822 Logan Place
New York, NY 10023
Dear Mr. Ben Nevis,
Sincerely,
Zoe Grey
Vice President
1. Return address =433k 3k
; In most business situation, a company pre — printed letterhead ( name of the company
and address) is used. If you are using a blank paper, then type out the address. Do not write
the sender’s name or title, as it is included in the letter’s closing. Include only the name of
the company and the street address ( street number first then the name of the street) , city,
country and zip code.




Rk, ZHMAFEMHEAEL (AFEARARMMIL) MEHK, WRME
Mz AR, MaRHEE Wb, ZEANELZSCKERANS, Ry ERFEER
Mg, REEWHARILRR, frilht (FERSEARZAE), Wi, EEMERX
%5 o

2. Date Lines H 3

Place the date at least two spaces below the letterhead. The line may be flush left or
right, or centered below the letterhead.

December 10, 2010

10 December 2010

Both date orders listed above are appropriate; however, the former is used mainly in
the United States, whereas the latter is used outside the U. S. or by the U. S. government.

Do not hyphen the month or use nd, st, or th with the day numbers, like May 6th,
2011. Also, do not use a month’s number, like 5/6/2011.

HIS L T RS WATIALE . AT DA A2 5 ) 4 0 S5 s 2R 5 L IE T J7 .

December 10, 2010

10 December 2010

PA_EZ PR B0 AR B A ; RER—F EEAEXEN, mE—FH
TR EZ A0 E R e T 3R E BT .

ANEEHEF AR B WF TN nd, st, 3¢ th, HUN May 6th, 2011, R
X MEHBTFRRA G, W 5/6/2011,

3. Receiver Address J 13 3,4t

Place the receiver’s address or the inside address at least two lines below the date. In
business letter, the inside address is usually as follows:

TEHIW T 07 202 PAT S W sk sl bk . 7ERDILAR R, 3 o4 stk 5@ 5
wmr:

Addressee

Address

City, State Zip

LEEIN

Hhk

T, MR G

When address a person, do not use both the title and the degree of the person. For ex-
ample, write either Peter Wyatt, D.D.S.or Dr. Peter H. Wyatt and not Dr. Peter
Wyatt, D. D. S.

Place a person’s title after his name unless it is unusually long, then go to the next

line. The comma before the abbreviations Jr. and Sr. is optional.

S AP, AREFBGLEMEHRS Lo #lm, 7TLLE Peter Wyatt,

i 2
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D. D.S. 5{# Dr. Peter H. Wyatt {H & A E 5§, Dr. Peter Wyatt, D. D. S,

KETEHIREANLZIE, MR RRKNTFED 17, 40 Jr. M Sr. ATHY
ESRERN.

John William, Prof.

Joe Smith Sr.

Edward William

Vice President of I&D Centers

4. Salutation #7 =

Salutation is typed two lines below the inside address, flush with the left margin. As a
complimentary greeting it may reveal the relationship of the two sides. Therefore, it is advisa-
ble to follow the rule:

Always use the name of the individual if you know it. Use Mr. to address a man and
Ms. a woman, instead of Mrs. or Miss, in business letters; “ Dear Amy” is used to address
a personal friend or a close business associate.

If you don’t know the name of the individual and really cannot find it out , you may ad-
dress it to the individual’s title in the company and then use “Dear Sir or Madam” for one
person or “Dear Sirs or Madams” for two or more . Besides, colon usually follows a formal
greeting. Here is an example

PRIFSEf s hE BRI PIAT, SEZEXE 5. MERRMRIE, FRIFREGS AL XU iy
VLR KL, TR A .

HUGEX AR, S FIH RIS 7. F Me BRIF 554, F Ms FRIF Lt
AR Mrs. 8 Miss , fERJMLAERH “ Dear Amy” FIFFAANMIIA & SR% AR L&
YEtk .

WRAFET BRIk MEX 7 %, 7TUHA R RLERE, K5, 45
ABEAN, AT “Dear Sir or Madam” ; IR ZBEE L EZ AR, T “Dear Sirs or
Madams” , #t4h, fEIEXMRRIEZ EHEMER S, 6.

Head of R&D Department, Lilly Company 43 Sesame Street

Dear Sir or Madam :

If you don’t know a reader’s gender, use a nonsexist salutation, such as “To Whom It
May Concern. ” It is also acceptable to use the full name in a salutation if you cannot deter-
mine gender. For example, you might write Dear Chris Drucker: if you were unsure of
Chris’s gender. When you address to an organization instead of an individual, then use the
following :

Ladies and Gentlemen :

WRANEREEEANESN, A BAENEEAFRIE, #i0 “To Whom It
May Concern” , B # FE2Z A 2FRtAT LA, Biltn: ®[LAE Dear Chris Harmon, #NSRAR
AFN3E Chris BIPER . ARRES N HATA RGN AEE, WLAMER: Ladies

e ,\4



and Gentlemen:

And if you want to highlight the letter to an individual (s) or a department in the or-
ganization, use the attention line, which is usually typed two lines above the salutation, as
follows ;

MRFBEARFEAN (BN SEEMIIREZEMITRSET, WATLER “£
N, EEETHRE EARRITHAE .

— Attention; Miss J. Fonda, CEO and Mr. M. Jackson, CFO

Ladies and Gentlemen :

— For the attention of Mr. John White

— Attention of Ms. Linda Friedman, CEO

5. Letter Body 13 #9 JE C

This is the body of your letter. The rest of this book explains more about how to write ef-
fectively for each type of letter you want to write.

XREOEEETD . FAFEN SN R EFAB B EAEER,

6. Complimentary close % 2. &

It is an ending format of a business letter. For a normal business letter format, Sincere-
ly, and Sincerely yours are preferred. Other acceptable formal business letter close includes
Yours faithfully, faithfully yours, Cordially, Cordially yours, Very sincerely yours, Very
cordially yours, Yours very truly, Very truly yours and if the person is of high stature, Re-
spectfully yours.

X R L PR A 45 B384 . Sincerely F1 Sincerely yours 28 % FH . HAb AT LI
FHH 45 B i & A1 45 Yours faithfully, Faithfully yours, Cordially, Cordially yours, Very
sincerely yours, Very cordially yours, Yours very truly, Very truly yours, #N5Xt75 & /EH
{2 7] B Respectfully yours.

7. Signature % %

Even the name and the title of the addresser has been typed ahead, it is required that
the addresser should sign the letter by hand and in ink above the typed one.

The official business title goes under the typed name, which is optional and depends on
how serious you want to be. If the name of the company is printed on the letterhead, it is not
necessary to repeat it below the business title. For example ;

B RGN ZRALEEREFETEYN, RIGAMINAAEITENES EhE4 .

A% ERSKEBAETEN ARG, XBORTHREGHILFEEEIER %,
RAFANAHRE RO TERGFRIL T, RRAVERELE T, fiin. ;

Sincerely yours,

Frank J. Williams

Frank J. Williams

Managing Director of the Sales Dept.
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Other Less Common Business Letter Format Eleinents

HeAda A8 21 18 A v o HL e 5K

Grey Cat Real Estate
256 Dupont Lane
New York, NY 1001
(212) 777-5555
Sty July, 2006
Big City Productions
822 Logan Place
New York, NY 10023
Dear Mr. Ben Nevis,
Sincerely,
Zoe Grey
Vice President

8. Reference lines 5 # 47

“Reference lines” assist with filing or routing correspondence. Reference lines can refer
to your early correspondence and/or your reader’s and ensure that the letter reaches the right
person or department without delay. It usually includes a file number, department code or
the initials of both the signer and typist. Place your reference lines between the opening ad-
dress and the date (just as in the above sample letter) or somewhere in the first paragraph of
a reply letter.

SETA TR AR, TR ZaT8E A, AR FE &%k
FXRFIMARF S, BHEAEHESE., BIIHD . FHE8 AMITEARNZK
BTYHES. SHETEFESERFEHIEAER A ZE (0 EEREFR), =&
HEEREHE—BP,

9. Subject Line #7#

The subject line is a statement of the main focus of the letter — a reference to previous
correspondence or an order in discussion. Sometimes to speed up the handling of your mail
it may be wise to use a subject line, placed under the salutation.

PR T OB E R A £, AT LUR X S EHE 0 Rl sR s N A 3T, AR N
THRFEERFAALBEEOCR, MRS OB Y, R I BERR A R



Dear Mr. M. Jackson;

Subject: Order No. 456 —9A6

10. Identification Initials & 417 3] £

The “identification line” gives the initials of the person who typed the letter.

DDB: dms “DDB” indicates that the person who originated the letter

DDB/dms “dms” refers to who typed it.

“ B UNE” AEEEE UG RITEE A E TR KRS, DDB: dns £
BT AR R £ 2 DDB, i dms $8 15 sRIOFTER# .

11. Enclosure Notations K4

The “enclosure notation” goes flush left two lines below the signature block or the
typist’s initials, if they’re included. If you have enclosed any documents along with the let-
ter, such as a price list, you indicate this simply by typing Enclosures. As options, you may
type as follows;

WERAMHE, WRAERZLZBITNERE WL EF T HEWAT, BEXF.
WARFEEA AR, i B3R, HFT L Enclosures Xeifi B, 7T LAgE#E LA T IR
FTED:

Enc.

Enclosures: 3

Enclosures :

1. B/L No. 4563

2. Invoice #459990

12. Copy Notations )] &2 3%

CC, meaning carbon copy, goes at the very end of the letter and flush left when used in
a correct business letter format, as follows:

CC FRRIAL L, FEMVEAI R R, BIAE REGHGENSRHEA
XFFE, 4 B

CC: Import Dept.

If you do not want your reader to know that you are sending a copy to another person,
omit cc and instead, type bee, blind carbon copy, only on your copy of the letter.

WRPRAAELEXS J7 FHEAR A HIN K T @4, WA LAA bee BIBA TP 260 cc,
I RAERBRIA EAREE .

13. Postscripts =

Postscripts serve two purposes :

1) to re — emphasize a key point

2) to be informal and personal.

WEAMAER:
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