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1. Elements of a Leter
2. Syles of Busness Letters
2.1 Full-Blocked Style
2.2 Blocked Style
2.3 Semi-Blocked Style
3. Punctugtion in Busness Letters

4. Grammar Review: Subject-Verb Agreement

Main Ideas
1. A busness letter conssts of 8 main dements the heading, the date line,
the indde address, the sdutation, the message, the complimentary closng, the
ggnature parts, and reference initias. In some letters, 8 additiond dements are
included: the file reference, malling notations, dtention line, subject ling,
enclosure notation, carbon copy notations, blind copy notation and postscript.
2. There are 3 popular styles currently used in writing business

correspondence.
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2.1 Full-blocked gyle is the fastest style to type. It is an arrangement
of a letter where ail parts are flushed ieft. There is no indentation in the paragraphs;
hiowever, beiween each paragraph is double-spacing.

.2 Blocked style is an arrangement of a jetter where dl parts are flushed
left except the date line, complimentary closing and Signature parts which are typed
in the center of the fetter. Moreover, the dae line may end a the right margin;
attention and subject lines may be typed in the center or indented five spaces.

2.3 Serni-biocked dyle is an arrangement of a letter that is exactly the
same as that of blocked style except that each paragraph is indented.

3. T'wo punctuation styles ae used in business letters. open and standard.
4. Subject-verb agreement is a basic grammaticd dement necessary for an

efiective business writing style.

Objectives

20 Wirite a business le

styi&s i :

. Use punctuation‘in a busines:

letter. correctly,

se subject-verb agreement in a busin

30 EN 420



1. Elements of a ¥etter

In business writing, 11 1s important that the writer know the essential norts 8 2
business letter. In addition, the writer must know the placement and the importapes
of each part in a business letter. The following are the 8 mamn parts of a busiooss

letter.

1. The Heading This includes the company’s name, address. telephone numwber, and
e-mail address. The company’s logo or motto may be added. To create 2 sood
impression on the reader, the company usually hires a nrofessional artist to desten the
letterhead. Stvies, sizes and lavout of a lerterhead varv, Some oxamnies ore ag

follows:
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Orgamizahiop of Enghsh Teachers in Thas
THAI TESOL. C/O Dept. of English & Linquistics. Facuity of Hi-manities,

Ramkhamhaang University, Hua Mark, Bapakok 10240 THAN 4MD
Tel. (662} 318-0930 or {662} 3180888, 3120054-55 exi. 1107 1101

Fax. (B82) 318-0904, 3180230, E-mail . eng-dent@ram1.nacth
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THE POST PUBLISHING PUBLIC COMPANY LIMITED

Bangkok Post Building, 136 Na Ranong Rd., Oft Sunthorn Kosa Rd., Klong Toey, Bangkok 10110, Th
Tel: (682) 240-3700; Faoc: (652) 240-3785

Subscription & Bulk Saks Dept. (6th FL)

'Q(\ APEX Vith widindusiugonn diia
\JI/ HEALTH APEX HEALTH INSURANCE CO, LTD.

- W U usuimesiNmne v 2170 owncmynyifnba vinel evng apome 1032
tith F. Moaterey Tower, 2170 New Petchburi Rd., Bw;hpl Huaykwang, Baagkok 10320 Tel : 308-0777 Fax : 3030797

umingRe s duNIsInesA

1818 0uNan-amn Alawil 18 2.1md v, mmIUTIMa 10540
. 312-6300-73 Tngmns 312-6715, 312-6237

Guufideivi§deny

Mark Standen Publishing Co., Ltd.
43/364 Moo Bahn Amarinnivet 1, Bangkhen, Bangkok 10220, Thailand
Tel: (66 2) 552 4020 Fax: (66 2) 970 6254
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In case there is no printed letterhead, use a typed heading. However, do not
use abbreviaions except in the USA for dates eg. TX = Texas, CA = Cdifornig
AZ = Arizona, €c.). If the dreet name is a number, write it in letters (Fifty-First
Street for S1st S; Ffth Avenue for 5th Avenue, etc.). The exception is for a big
number, i.e. 121 St. The following are some examples of a typed letterhead:

The Universty of British Columbia
Department of Anthropology and Sociology
6303 N.W. Marine Drive

Vancouver, B.C.

Canada V6T 2B2

or

Christian Nursing College
6th Floor, Bradley Building
Bangkok Christian Hospital
124 Silom Rd., Bangrak
Bangkok 10500

2. The Date Line All busness correspondence must have a date line, conssting of a
date, month, and year, to be evidence in time and a record of when any transaction or
any particular matter occurs. Do not abbreviate the month and the year. It is dso

unwise to use a number to refer to a month. This can and will create confuson to the
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resder because the Americans often begin the date line with a month, followed by a
day and a year i.e’ 3/5/97 means March 5, 1997, while to the English person’'s
understanding, it is May 5, 1997. To avoid unnecessary misunderstanding, write the
month in letter form. Also, do not use st. nd, rd or th after the day of the month. The
two following styles of the writing form for the date line are widely accepted:

January 1, 1997 or 1 January 1997
June 30, 1997 30 June 1997

1. The Inside Address This is the reader’s name, job title (if known), 1 ne of the
reader's company and the street address as to be typed on the envelope. The indde
address is to be dways placed on the Ieft. In cases where the writer does not know

the reader’s name, begin the insde address with the job title.

The following ar e some typical examples of the inside address:

Mrs. Lena Swensens, Professor James T. Fields, Head
Sdes Supervisor Depatment of English
Trust Home Appliances Inc. University of North Texas
13 82 Fry Stredt, Denton, TX 7620 1 Lawrence, Kansas 8426 1
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The President The Personnd Manager

IRE Consultant Inc. Internationd Printing House
3200 North Cicero Street 7 194 West End Avenue
Des Moaines, 1A SO3 17 Chicago, IL 60624

It is aways polite to address the reader with a courtesy title of Ms,, Mrs,, Mr., Dr., or
Professor. The degree of the reader may be placed ether in front of or after the
reader’s name. i.e. Dr. Edmund Burke or Edmund Burke. Ph. D.; Dr. Virginia Larsen

or Virginia Larsen, M. D.

4. The Salutation It is a more common practice to address the reader with Dear and

a courtesy title of Mr., Ms,, Mrs,, Dr. followed by the last name in a forma dtuation.

Dear Ms. Swan:
Dear Mrs. Adams:
Dear Mr. Larsen:

Dear Dr. Fidds

In a more informa busness Stuation which implies a persond friendship, it is best to

address the reader with Dear followed by the first name.

Dear Patricia,

Dear Boonsom,

Dear John.
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When the reader’ s name is not known, it is best to address the reader with the title.

Dear Office Manager:
Dear Sales Supervisor:

Dear Vice-Presdent for Academic Affairs:

With a Tha name, however, it is more accepted to address the reeder, in a forma

gtuation, with the fird name

Dear Mrs. Piyanart: Dear Dr. Anchdee:
Dear Mr. Boonsom: Dear Professor Udom:

In a business correspondence that is addressed to a company or to a group, the

folowing sdutation is used:
Ladies and Gentlemen:
Gentlemen:
Ladies;

In a very formd gtuation, the sdutation in a singular form is as follows

. Der Sir:
Dear Madam:
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Dear Sr or Madam:
Madam:

Sr:

Sr or Madam:

The sutation in a plurd form used in a very rae and formd dgtuation is the

following:

Dear Mesdames:

Dear Sirs.

Dear Sirs or Mesdames:
Mesdames:

Sirs.

Sirs or Mesdames:

5. The Message This is the heart of the matter. There are no exact rules as to how
many paragraphs are consdered an appropriate length of a business correspondence.
It depends on the subject matter of each letter. However, there should be at least two
paragraphs in a letter. Starting with the purpose of the letter, the writer may add a
second paragraph expressing gratitude and best wishes or the like. Observe and
follow basic principles of paragraph writing attentively, so as not to overload a lot of

information in one paragraph.
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6. The complimentary closing It is important to note that the style and tone of the
complimentary closing vary and the writer should match the tone of the closing with
that of the sdutation. Avoid usng such informd terms as “Best wishes” except on
specid occasons. The terms, “Fondly,” “Love” “Always” and the like should be

reserved for private correspondence.

The most common complimentary closangs used in a busness correspondence

are as follows:

Sincerdy,
Cordidly,
Sincerely yours,
Cordidly yours,

Yours truly,

To show a friendship reationship, the following complimentary closng may be used:

With warmest regards,
Best regards,

In a very formd Stuation, the complimentary closng may be as follows

Yours very truly,

Very truly yours,
Very sncerdy yours,
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Very cordidly yours,
Respectfully yours,

6. The Signature Parts This part includes the writer's sgnature and the writer’'s
identification. However, some companies prefer having the company Sgnature after
the complimentary cdlosng under the notion that the company is legdly sending the
letter, or that the sender of the letter is acting on a company’s behaf, not as an
individua. The common practice for writing the company Sgnature is usng dl
capita letters on the second line below the complimentary closing:

Sincerdy yours,
TRUST HOME APPLIANCES INC.

Sincerdy,
IBE CONSULTANT INC.

On the other hand, most companies omit the company <Sgnature because the
company’s name and address usualy appear in the letterhead.

The writer’'s dgnature normdly appears under the complimentary closing
followed by the writer's identification (typed name and last name) on the next line

and the writer's title bdow that line.

Hilda Jones

Personnd Manager
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Billy G. Dixon, Char
Coordinator of Graduate Studies

Department of Curriculum and Ingtruction

Michdle Néelle
Financial Clearance Officer

Internationd Programs & Services

Nancy Cunningham
Service Vice Presdent

8. Reference Initials This congds of the Sgner’s initids (the firg letters of his or
her firg and last names) in capitds followed by a dash or colon followed by the
typig’'s lowercase initids. The sgne’s initids may be omitted if they are identified
in the dgner’'s identification. Sometimes, it may occur that three persons are involved
in the writing process. One person writes it, the second person types it, and the third

person Sgns it. In such cases, three initids agppesar.

MW: mp = Mary Williams signed the letter and Mathilda Parkers  typed
it.

Rl/sa = Robert Jones signed the letter and Susan Atkins typed it.
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MW: mp: sa Mary Williams sgned the letter, Mathilda Parkers wrote it,

and Susan Atkins typed it.

mp

Mathilda Parkers typed the letter and the Sgner’s name is
omitted.

In some business correspondence, eight additional dements are included:

1. The File Reference Each company has a large number of transactions in ther

busness dedings. A filing system is a convenient method of reference. The common

file reference is as follows
Our Reference RT/27
Ref: MAS: ad 00911996

File:t AN-6501

2. Mailing Notations A note indicating some specid postd sarvice is typed ether

above the insde address or bdow the reference initials.

Registered
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The Personnd Manager
Internationd  Printing House
7 194 West End Avenue
Chicago, IL 60624

or

MW: mp
Specid ddivery

or

mp

Airmall

3. The Attention Line This is used when a letter is addressed to a company or to a
department, but you want it to be handled by a specific individud within the
company. The dtention line is dso useful in a case where the individud specified is
not avalable a that moment; then, the letter will be speedily forwarded to any other
authorized personnd. The aitention line should be typed al in capitas or underlined.

-Attention of Mr. Roger Williams

Attention: Ms Virginia Kitchens
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ATTENTION MR. JAMES T. FIELDS

ATTENTION PERSONNEL MANAGER
1. The Subject Line In order to dert immediate attention of the reader and to show
courtesy, the subject line is included. It is ether typed in dl capitds or in underlined
upper-and lowercase dfter the word Subject and a colon (:). The word Subject,
however, may be omitted. The subject line is placed below the sdutation before the
message.

Thefollowing are some examples of the subject line:

SUBJECT: DAMAGED MATERIALS IN OUR ORDER NO. 5230

Subject: Order No. 58

NEW ACCOUNTING PROCEDURE

Pavment by Credit Card in Our Store

5. Enclosure Notation This is to tdl the reader that some items have been included

in the same envelope or package. The following are some ways to write an enclosure

notation which is normally placed on the Ieft below the reference initids

EN420 43



Enclosure

Enc.

enc.

Enclosures (2)

Enc. 2

Enclosure. Graduate Cataog
2 Enclosures

1 Enc.

Enclosures:

1. Tentative program
2. Application form

6. Carbon Copy Notations This pat lets the reader know that a copy of the

correspondence is sent to one or more persons. It is typed on the left below enclosure

notation, both on the origind and al duplicate copies of the letter. The cc may be
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typed in dl capitas or in lowercase letters and may be followed by a colon (:). The

following are some examples of carbon copy notations:

cc Mr. Thomas Lau

CC Bangkok Insurance Co., Ltd., Marine Clam Divison

cc. Mr. Barnaby H. Hughes

CC: Ms. Jeanette King

7. Blind Carbon Notation The bee will not gppear on the origind copy of a letter,
30 the reader will not know that the letter had a copy sent out to a third party. It

appears only on carbon copies in the upper left comer just for a quick reference.

8. Postscript Some message may be left out unintentiondly &fter the writer
finishes the letter. To avoid retyping the whole letter, the writer adds the left-out
information in a postscript. However, some writers may want to draw the reader’s
atention to an important point. The podscript is placed a the bottom on the left.

The letters PS are followed by a colon or a period, or may be omitted.

The following is an example of a postscript writing:

P.S. The order B5X is urgently needed.
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We need 5 dozen black and white tablecloths by 15 January 1997.

The Second Page

If the message can't be completed on one page, continue it on the second

page. The most common information carried over on the second page is the name of

the reader or the name of the addressee followed by the page number and the date as

follows
Mr. Samue Wilton or Mr. Samud Wilton
Page 2
2 December 1997
Main and Additional Parts of a Business_L etter
Internationa  Publishing  Company
Mercantile Building, Suite 20 (1) Heading
Miami, Florida 33 101 [Letterhead]
October 17, 19. . (2) The Date Line
Our file number: 23 1-48 (3)The File Reference
Specid Delivery (4 Mailing Notations
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Wilton Bros,, Inc.
889-02 North 12 Street (5) The Inside Address
Chicago, IL 60699

Attention of Mr. Kay M. Langley (6) The Attention Line
Dear Sir: (7) The Sadutation
Subject: Order No. 58 (8) The Subject Line
X
X
(9) The Message
X
X
X
X
Sincerdly yours, (10) The Complimentary Closng

International  Publishing  Company
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