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Format and Parts of
Business Letters

e 55 15 R B AR TN FN B A AR 57

ERIE

> PR 554 BN T ISR A - AL ROT R
> T 5545 R A% S

> Sl T 5515 oA Hh bR AT S

> Re LLIER IR X B S5

| BAEIRNR

7 95 N A 22w (8] BB R AR R B . A ATTAT DU sh S8 e (A 1 &
WK R, SERNERRGFHRR, BREHMELGES, mEERAmNSRAEH
S A

7 95 N LT LOE AR 2 005 5 SR SURATIBCR , 51 dar b T LAREAT T %o T 58 3L
AT HE . REBFERE . EIXE, FEFEAa e thsen: “hTFREm AR,
RRRAEZ 1) N B AR B, BATIE IR L E % EG SRS EG? 7 [
BRHER, Kt GefE o (45 1 S AT — Sk SCAE o7 WS AL BOh s E . i
b, ARG 5515 BRI BAT LA R R:

o REMSAF I IRAF N IES U & vE S, i H s B w5 A,

o YAt AE T X, WAT R, RRACTEAR AR, JU A I8 R B VA 8 A S IR

o HSERAN LA SIE NS AAFH 20T 22 ) 1 T4k

—HERIFNH S EREBRIARNER. WRERERERE. Wl LR
NEPETHEAE, XA TERRY . MRERSHELE. AR, ReewHpAE
HER S SRR M AR EE B W . B, A RBER—RA BRI EE RS,
FCAFE R B S AL 7 AR AL 55 28 =] B R 55 A\ b AR (R A R 4

R, HHILFFERIFARAE S . RERBHRLEZRE, T WHHEAERA

1



Pl tEAb, B EERER 515 R I E IR U7 SCEK .

LThe Composition of English Business Letters

< Letterhead
The letterhead refers to the name and address of the company who writes this letter. In order to
draw others’ attention, companies always design the letterhead in various styles, which could
demonstrate the company’s image. However, all the letterheads contain the same essential
particulars: company name, street name, city, country, zip, etc. What’s more, you could add the
telephone number, fax number, mobile, e-mail address, company website as well as the
salutation to the recipient in the letterhead.

Please note that the English address should be written from the small unit to the large one,
which is exactly contrary to the Chinese pattern.

Here is an example:

e )
Sparks Light Co., Ltd.
37, Youyi Road
Dongcheng District
Beijing 100072, P. R. China

Tel: 0086-10-58989796 Fax: 0086-010-58989798
L E-mail: sscoi@yahoo.com

<> Date
The date should be located a few lines below the last line of the letterhead. It consists of the
date, month and year. The date can be written in the following two patterns:
® American style: January 4, 2015
In this way, a comma must be used between the date and the year to avoid confusion.

@ British style: 4 January 2015
In this way, it is not necessary to use a comma between any of the three elements.

Attention: The date and year should be written in figures instead of in words. The date should
be a cardinal number instead of an ordinal one. The month should be written in English, and
the abbreviation of the month should be avoided in formal letters.

The following two forms of the date should be avoided:

e October 3rd, 2009 (the date is written in an ordinal number)

e Oet: 3, 2009 (the month is abbreviated)
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The date should be written accurately, as it plays an important role as evidence of an
arrangement or a contract in case of any dispute in law courts.

< Reference Number
The reference number is convenient for the letter filing and reference. Generally, we use “Your
Ref” to indicate the received letters, while we use “Our Ref.” to indicate the letters we sent.
The reference number should contain the following three items:
e The abbreviation of the sender’s name, like TJ is short for Tracy Johnson;
e The abbreviation of the secretary’s name, like mb is short for Mary Blair;
e Ifrelevant, the reference number of every specific file should be quoted in any case.
Here are two examples of the reference number:
Your filing number: Your Ref. TJ/mb (the letter we received)
Our filing number: Our Ref. HK/TM JC6 (the letter we sent)

< The Inside Name and Address
The inside name and address is the receiver’s name and address. This part occupies several
lines and begins one line or one inch below the date. The usual sequence of the inside address
is: name of the person addressed, title of the person addressed, name of organization, street
number and name, city, state/province and postal code, and country of destination.

In addition, the writer should title the receivers, either with a courtesy title, like Miss and
Mr.; or an academic one, like Dr. and Prof. Remember that both their title and position should
be included. If the title and position of a person are the same, then just use one.

Here is an example:
4 )
Dr. Elizabeth Patterson, Professor
International Affairs Department, Columbia University
1258, St. Antoine Street
New York, NY3670

USA
- —— - -

The name and address of the receivers are vital, as they could secure the accurate delivery
of the letters and would be convenient for the filing of the letters.

<> Salutation

A salutation is the word or phrase of greeting which usually comes immediately before the
body of a letter, located in the second line under the inside name and address. A salutation
should be written in “Dear” plus the title format. If you use a courtesy title, then “Mr.” is for a

3




man, “Mrs.” for a married woman, “Miss” for a single woman, and “Ms.” for the woman that
you are not sure about her marital status.

If you are not sure about the receiver’s gender, a full name after “Dear” is acceptable,
whereas if you are writing to someone you are very familiar with, you can just put his or her
given name after “Dear”” without the family name.

If you don’t know whom you are exactly writing to, just use “Dear Sir or Madam”, or in
order to avoid the sexist language, you can use “Dear Director”, “Dear Supervisor” or “To
whom it may concern”. If the receivers are not merely one person, then write “Dear Sirs”,
“Gentlemen” or “Ladies and Gentlemen”.

Except for what we mentioned above, another way to avoid mistake in the salutation is
that, you can simplify the business letter, which means to omit the salutation, and also omit the
complementary close correspondingly.

< Subject Line
To write a remarkable subject line in a letter would help the reader to get the content of the
letter at the first sight, which could save a lot of time and enhance work efficiency.

Every first word of the subject should be written in capital letters or the whole subject
should be underlined. The subject line usually begins with specific words, like “Subject: X X X,
“Re: X X X7 “Reference: X X X which sometimes can be omitted.

The location of the subject line varies with companies. It could be located in the same
line with the salutation, above or below the salutation. Here are the examples:

e The subject line is located in the same line with the salutation:

4 N
Science & Life Company
79, Victoria Street
Hong Kong, 78923
Dear Sirs, Subject: Your Order No.2734
\. - V.

e The subject line is above the salutation:

e ™
Science & Life Company

79, Victoria Street
Hong Kong, 78923

SUBJECT: YOUR ORDER NO.2734

Dear Sirs, '
\ . " " " " " " - " 2 " » J

4
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e The subject line is below the salutation:
4 Y
Science & Life Company
79, Victoria Street
Hong Kong, 78923

Dear Sirs,

YOUR ORDER NO.2734
\. .

< Body
The body of the letter is the most important part, which deserves both the writer and the
readers’ special attention, as it conveys the main message.

The arrangement of the paragraphs depends on the content of the letter, for example, the
pattern of the quotation letter can be quite different from that of an order letter. However, in
general, it is advisable to divide the whole content of a letter into paragraphs. The first one is
the beginning, the middle one (ones) is (are) the main part of the letter, and the third one is the
ending.

As for the layout of the letter, single space should be used. If the message is very short,
double space is also acceptable. If the letter is too long to fit into one page, the message can be
continued onto a second page, which should carry at least two lines. On each continuation
page, the name of the addressee, the page number and the date should be typed in either of the
forms specified below:

e Mr. Smith March 26, 2015

e Mr. Smith

Page 2
March 26, 2015

<> Complimentary Close

The complimentary close aims at closing the letter in a polite, courteous way, as well as
leaving a good impression on the reader. The expression of the complimentary close should
be in line with what the writer use in the salutation. If the salutation is “Dear Sirs” (British
style) or “Dear Sir/Madam” (American style), i.e. if you are writing to someone you do not
know the name, it is better to use “Yours faithfully” (British style) or “Sincerely yours”
(American style) as a complimentary close. If the letter begins with “Dear Mr. Smith” when
you know the name of the receiver, then “Yours sincerely” is recommended. In e-mails, the
complimentary close is less formal where “Best regards”, “Kind regards” or “Best wishes”,
etc. are often used.




Compared to the two expressions of the complimentary close above, “Cordially” or
“Cordially yours” seems more intimate. The complimentary close should be located in the
second line below the main body of the letter.

One point you need to pay attention to is that only the first letter of the complimentary
close should be capitalized.

< Signature

The signature of a letter has various patterns; but generally speaking, it contains three or four
parts: the name of the company, the handwritten signature, the typewritten signature and the
professional title of the writer. Sometimes the company name can be omitted, for we have
put it at the beginning of the letter. But if the company name is added, it can be located
below the name and title of the writer. The typewritten name should be placed in the fourth
line below the complimentary close, which means there are three spaces between the
typewritten name and the complimentary close, and these three spaces are for the handwritten
name. The professional title is usually typed exactly below the typewritten name. Here is an
example:

e Yours faithfully,
SR
Jimmy Chou
Sales Manager

HEALTHY FOOD COMPANY

Note: Usually when Chinese people sign English business letters, they print their English
Name or Pinyin but handwrite their Chinese Name in Chinese Characters.

Sometimes the secretary may sign the letter on behalf of the manager, and then the
following two formats are applicable:

e Yours sincerely,

Jean Claude

Secretary to Mr. Pierre Tuber

e Yours faithfully,
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Marie Claire

for Ms. Blair George, CSP
President

< The Initial Identification

If the person who types the letter differs from the one who writes the letter, then it should
be marked in the letter. In general, we put the initial identification of the writer and the
typist of the letter directly under the signature. Also, the secretaries should add the initial
identification of their names after they sign the name of the manager on the letter. For
example, if the sender of the letter is Jeremy Steve (who signs the letter) and the one who
types or drafts the letter is Michelle Brown, then the initial identification under the
signature should be:

JS/mb

< Enclosure

If you enclose some documents along with the letter, you should tell the receiver, which would
make it convenient for the receiver to refer to the enclosure and also ensure the accurate
delivery of the letter as well as the enclosures.

The writer can tell what he or she has enclosed in the letter, like “Enclosed is X X X,
Also, the writer could state at the end of the letter, like “Enclosure: X X X" or “Encl: X X X,
The location of the enclosure is usually under the initial identification. If there are several
enclosures, the writer should number them for the receiver’s convenience. Below are two
examples:

e Encl.: “Marketing Plan for Next Year”

e Enclosures: 2

1. Catalogue
2. Pricelist

The Presentation of English Business Letters

The presentation of a business letter can reflect the image of a company. Different
organizations would choose different layouts of the business letter. There are four common
layouts of business letters.

The first one is the indented style, which refers to the format that the letterhead and the
inside address are located to the very left of the letter, the subject of the letter is placed in the
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