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Chapter I

Layout of Business Letter

The purpose of communication is to obtain complete understanding between the parties in-
volved and elicit the responses required. Although formality in business letter-writing is rapidly
giving way to a less conventional and more friendly style the layout still follows a more or less set

pattern determined by custom. It is safe to follow established practice so as to avoid confusion and
waste of time for both sender and receiver.

. Indented Form
. Blocked Form

letter-head inside name and address body of a letter

salutation attention line blocked style

FUJIAN PROVINCIAL LIGHT INDUSTRIAL PRODUCTS
IMPORT & EXPORT GROUP

NO. DONGIJIE FUZHOU CHINA
Tel Fax
Zip-code E-mail http//www. fulight. com

February



The Wilson Company
Main Street

Dallas Texas

USA

Dear Sirs

Re “ Dove” Brand Slippers

We thank you for your letter of February concerning our” Dove” Brand slippers. Howev-
er we regret to inform you that we can’t accept any fresh orders as we are heavily committed at
present.

If you are interested in any other items please do not hesitate to let us know.

We are looking forward to hearing from you soon.

Yours faithfully
FUJIAN PROVINCIAL LIGHT INDUSTRIAL PRODUCT
IMPORT & EXPORT GROUP

Signature

FUJIAN TEXTILE IMPORT & EXPORT CORPORATION
BRODING STREET FUZHOU CHINA

November

Messrs. Williams & Warner
Tower Street

Sydney Australia

Gentlemen
Re SHEEP WOOL
With reference to our Order TC of  September for M/T Sheep Wool we shall be glad to

know when we may expect delivery as these are urgently required.

When we made the initial enquiry your department assured us that delivery would only take two
months and we placed the order on that understanding as we wished to have the wool before the

end of November. Your failure to deliver by the promised date has caused us great inconvenience.

Will you please inform us by fax of the earliest possible date when you can deliver these goods. If
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the delay is longer than two or three weeks regretfully we shall have to cancel the order.

Yours truly
Fujian Textile Import & Export Corporation

Signature

The letterhead
It includes the essential particulars about the writer his name postal address and zip-code
telephone and facsimile numbers.
The date
The date should be placed two or four spaces below the letterhead to the right for indented
style or the left for the blocked style. The date should be written in full and not abbreviated. The
preferred order of the parts that make up the date is the day of the month the month and the
year.
The inside address
It consists of the correspondent’s name and address. It appears exactly the same way as on the
envelope. It should be placed two spaces below the date.
The salutation
The salutation is the polite greetings with which a letter begins. The customary formal greet-
ing in a business letter is“ Dear Sirs” or* Gentlemen” . It should be placed two spaces below the
inside address.
The body of the letter
This part contains the actual message of the letter.
The complimentary close
The complimentary close is merely a polite way of ending a letter. It should match the form
of the salutation. The most common sets of salutation and complimentary close are
Formal
Dear Sirs— Yours faithfully
Gentlemen— Yours truly
The signature
A letter should be signed by hand and in ink. Because many hand-written signatures are illeg-
ible the name of the signer is usually typed below the signature and followed by his job title or

position.

The references

The references may include a file number department code or the initial of the signer of the



writer. They are marked” Our Ref.” and” Your Ref.” to avoid confusion. They may be placed
immediately below the letterhead.
The attention line
The attention line is used to direct the letter to a specific individual or section of the firm. It
generally follows the inside address.
The subject line
The subject line is often inserted between the salutation and the body of the letter to invite at-
tention to the topic of the letter.
The carbon copy notation
When copies of the letter are sent to others type c.c. below the signature at the left margin.
The enclosure
Two line-spacing between the carbon copy notation the writer may indicate one or more en-
closures in the letter by following any one of those examples
Enclosure
Enclosures
Enclosures or  Encls.
Encl. As Stated
The postscript
Try to avoid the use of postscripts as far as possible since it may suggest the writer fails to
plan his letter before he writes it or dictates it.
The identification line
This line typed two spaces below the typed signature shows only the initials of the typist. If
the director’s name is not typed in the signature area the identification line shows the initials of
both the director and the typist. The following examples are acceptable forms of the identification
lines
Bill Clinton / Nancy Brown BC / nb

Messrs. William & Sons

Lancastor House Manchester England

March

Our Ref. No.

Your Ref. No.

The National Transport Co.
Broadway Street

Rangoon Burma
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Attn Mr. Takabayashi General Manager

Dear Sirs

Re Lab Instruments

Your firm has been recommended to us by Messrs. Charles Evans Ltd. Birmingham
with whom we have done some business for the past two years.

We are thinking of getting a supply of lab instruments. Please furnish us with a catalogue
price list and brochure if available.

We are looking forward to your early reply.

Yours faithfully

Signature

C. C our branch office
Encl.

P.S.

JW / ns

The three important requirements of envelope addressing are accuracy clearness and good
appearance. Business stationery ordinarily has the return address printed in the upper left corner of
the envelope. Name and address of the receiver should be typed above half way down the enve-
lope leaving enough space for the postmark and stamps. Post notations such as“ Registered”

“ Certified” or"“ Confidential” should be placed in the bottom left-hand corner.

Messrs. William & Sons Stamp
Lancaster House

Manchester London

The National Transport Co.
Broadway Street

Registered Rangoon Burma




. Sender’s name China Fujian Chemical Imp. & Exp. Corp.
. Sender’s address Wuyi Road Fuzhou China

. Sender’s Fax

. Sender’s telephone number

. Date March

. Receiver’s name H. G Wilkinson Company Limited

. Receiver’s address Lombart Street Lagos Nigeria

. Subject-matter Sewing Machines

. The message

We thank you for your letter of March  enquiring for the captioned goods.

The enclosed booklet contains details of all our Sewing Machines and will enable you to
make a suitable selection.

We look forward to receiving your specific enquiry with keen interest.



Chapter Il

Establishment of Business Relations

As we know no customers no business. We should try by all means to seek for new con-
nections and then establish and maintain good business relations with them. This chapter deals
mainly with the establishment of business relations and credit inquires. Through the study of this
chapter students will be able to write letters on establishing business relations and inquiring about

new customers’ credit status.

. Self-introduction and business scope
. Information on products

. Credit inquiries

owe...to... import inform approach cover quotation enquiry
catalogue sample line enclose appreciate confidence reference

specialize refer to  anticipate open an account






