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Module One

Written Communication
—An Overview

- Learning Objectives

e Be able to grasp the basic principles of business letter writing
@ Be able to grasp the layout of business letters
e Be able to grasp the envelope addressing
@ Be able to grasp e-mail writing
- Lead-in
There are many modern communication methods available today, but the traditional
business letter remains an important means of sending printed messages. In this respect, it is
good'business practice to ensure good quality stationery and printing of the letterheaded paper.
The business letter also conveys an impression of the company in many other ways.
Developments in technology have made it possible for us to have instant communication
all over the world. Speed is now becoming the key to successful business communications. As
a result, fax and e-mail messages are taking the place of many business letters. E-mails are
also phasing out the use of internal memos, although they still remain popular in some
companies. All these methods of written communication will be discussed in this module.
Whatever method you choose to convey your printed massage—by letter, fax, e-mail,
memo, etc.—your aim should be to ensure a high standard in all the important areas named
above: presentation, structure, language and tone. Remember the importance of giving a first
impression. By setting a high standard in the important area of written communications, you
will help to create and enhance the corporate image of your organization.

In today’s competitive business world, high communication standards are vital. Therefore
it is essential that the need for speed does not harm the standards of communications. Instead,



4 MRINATERR =1

the constant advances in technology will improve business communications, and thereby
optimize corporate potential.

Key Words & Expressmns

C —_— e
standard parts optional parts letterhead date
inside address salutation body complimentary
close signature references special markings subject
line enclosure carbon copy notation blocked
style indented style modified blocked style
with indented-paragraphs

Input

Task 1

Warming-up Discussion

Suppose you work for China National Garment Imp. & Exp. Corporation. You note from
Counsellor’s Office of the British Embassy in Beijing that a buyer in London is in the market
for silk blouses. Please write a letter to the buyer. Can you give a layout of your business
letter?

The relevant references about the two parties:

Seller’s name & address:

China National Garments Imp. & Exp. Corporation, Dalian Branch

No. 100 Broad Street, Dalian 116011 China

Buyer’s name & address:

Fashion Trading Co. Ltd.

125 Fitzory Street, London, SW8 25DY England

Specimen Letter

 Lettor 1 JEREES

The Martin Electrics Imp. & Exp. Co., Ltd.
P O Box No. 116, Ankara, Turkey
May 18, 2009

Shaughm Home Appliances ' Co Ltd :

No. 180 Hanjing Road

Shanghai 200000, China
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Dear Sirs,

Our client in Ankara, Turkey, requests us to obtain from you a proforma invoice for
Washing Machines with the following specifications: “Haier” Brand, Mini Type,
XQBM21-12 and XQBM21-16 (each 500 sets).

- Please airmail us soonest possible your proforma invoice for 1000 sets of washing
machines with prices CIF Ankara, so that we can obtain our client’s confirmation. There is
no question about our getting the necessary import licence. When the said licence is
approved, we shall open an L/C in your favour. ;

We thank you for your close cooperation in this respect.

Yours sincerely,
John Smith, Manager
The Martin Electrics Imp. & Exp. Co., Ltd.

The Layout of Business Letters

@ letterhead @ date ® inside address @ salutation
® body ® complimentary close @ signature

1. Parts of a Business Letter

A. The Standard Parts

A standard business letter consists of seven parts: letterhead, inside address, date,
salutation, body of the letter, complimentary close, and signature.

The Letterhead
- Tt includes the essential particulars about the writer—name, postal address, zip code,
telephone, fax and e-mail address.
iz Example
The Wilson Company
1377 Main Street
Dallas, Texas 75226
US.A.

The date should be placed two or four spaces below the letterhead to the right for the
indented style or the left for the blocked style. The date should be written in full and not be
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abbreviated. In the UK it is usual to show the date in the ordcr of dayp’monthfyear No
commas are used. -
= Example

8 May 2006 or 8th May 2006

In some other countries like the USA, the dﬁte is typed in the order of menﬁ:fdayfyear
often with a comma after the month. L6 ; - :

> Example o
May 8, 2006 or May 8th, 2006

It consists of the recipient’s naine and address. It should be placed two spaces below
the date. It appears exactly the same way as on the envelope. Care should be taken to
address the recipient exactly as he signs his letter. For example, a persan sxgnmg ‘Douglas
Cowles’ should be addressed as such in the inside address, preccded with the courtesy title |
‘Mr.” To address him as *Mr. D. Cowles’ would not be appropriate.
= Example '

Mr. Douglas Cowles

General Manager

Cowles Engineering Co. Ltd.

12 Bracken Hill

Manchester

M68 8AS

The Salutation

The salutation begms a letter. If your letter is addressed to an organization md not to a
specific person, the customary formal salutation in a business letter is Dear Sirs’ or
‘Gentlemen’. It should be placed two spaces below the mszde address. ;

r= Example :

Dear Sirs,

Gentlemen: S AR

If your letter is addressed to a head of depamﬁent_ or organization whose name is not
known, then it would be more appropriate to use a salutation as shown below:

= Example
Dear Sir or Madam,
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This part contains the actual message of a letter.

The Complimentary Close
The complimentary close is mere a polite way of ending a letter. It should match the
form of the salutation. The most commonly sets of salutation and complimentary close are:
= Examples
Dear Sirs,
Dear Sir,
Dear Madam,
Dear Sir or Madam,
Gentlemen: Yours truly,
‘Dear Mr. Bush,
Dear Mrs. Smith,
Dear Mary,

Yours faithfully,

- Yours sincerely,

Dear Tom,

The Sjgnarure

A letter should be signed by hand, and in ink. Because many hand-written signatures
are illegible, the name of organization that the signer represents should be written in capital
letters below the complimentary close, followed by the signature and his/her job title or
position.
= Example

THE NEW YORK TRADING COMPANY

George Bush

Sales Manager

When a letter has to be signed on behalf of the sender, it is usual to write “for’ or ‘pp’
in front of the sender’s printed name. ‘pp’ is an abbrevnanon for per procurationem, which
means ‘on behalf of”. :
= Example

THE NEW YORK TRADING COMPANY

Tom Smith

For George Bush

Sales Manager
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B. The Optional Parts

The optional parts of a letter are: references, special markings, subject line, enclosure,
and carbon copy notation. These parts may be used as the writer wishes.

In the past, Ietterheads used to have ‘Our Ref.” and ‘Your Ref.’ printed on them. Today
this is rarely the case because with modern word processors and printers it is difficult to line
~up the pnntmg on such pre-printed stanonary Instead, the typist normally inserts the
reference on a line its own. The reference may include the initials of the writer (usually in
the upper case) and the typist (in the upper or lower case, as prefm-ed) A file or
: deparlmental reference may also be included.

'_n- Example

BC!EN!O?O]

'BC stands for the initial for Bill Clmton,, the manager of the company. And EN is the
initial for Edward Nancy, the secretary of the company. 0701 may stand for a special marks

of the company.

If a 1etter is conﬁdentml it is usual to include this as part of the inside address, one
_clear line space above it. This may be typed in upper case or in initial capxtals W1th
Examp!e o
CONFIDENTIAL :
- Mr. Jack Lee
Personnel Director
Dalian Vocational & Technical College
100 Xiabo Road, Ganjingzi District,
 Dalian 116035, China e
- Some decades ago an attention line was used when the writer s1mp1y wanted to ensure
that the letter ended up on a certain person’s desk, even though the letter was addressed to
the company in general, and always hegan with ‘Dear Sirs’.

> Example .
For attention of the Manager of Export Department
- Miss Alice Bush
12 South Bank
Toronto

Canada



