CONSTRUCTION OF A BUSINESS LETTER
An English business letter generally consists of these parts:

1/ Heading with the date

2/ Inside Address

3/ Salutation

4/ Body of the Letter

5/ Complimentary Close

6/ Signature

1/ The Heading

Normally includes the name and address of the firm, its telephone and fax numbers and sometimes the names of the directors.

The date is a part of the heading and is usually written on the right hand side of the page. It may take any of the following forms:

6th August 2010
6 August 2010

August 6th 201O

August 6, 2010

A comma before the year is not obligatory. The month in the date should not be written in figures as they can be confusing:

The date 10-6-2010 means 10th June 2010 in British English and 6th October 2010 in American English
2/ Inside Address
Is typed on the left, against the margin. It consists of the name and the address of the addressee. If you knot the surname of the person you are writing to, you write this on the first line of the address.  A courtesy title and ether the person ´s initials or his/her first name e.g., Mr G.A. Brown or Mr George Brown, not Mr Brown.

Courtesy titles used in addresses: Mr, Mrs, Miss, Ms, Messrs

*Mr: the abbreviated form of Mister, with or without a full stop,    
       The title for a man.
*Mrs: (with or without a full stop) is use for a married woman.

*Miss: not an abbreviation, never with a full stop, used for an                

            Unmarried woman.

*Ms: for both married and unmarried woman. Most women nowadays prefer to be addressed by this title.

*Messrs: (with or without a full stop, an abbreviation of Messieurs), used for two or more men. The word Messrs is not used when the recipient firm is a point stock company: It is not used ether when the name of the firm is impersonal (Selson Grocers, Ltd)

Special titles always before the name of a person (Doctor – Dr., Professor – Prof., military titles: Captain – Capt., Major – Maj., Colonel – Col., General – c Gen., aristocratic titles: Sir – means a Knight, always followed by the first name: Sir William Windsor, Dame, Lord, Baroness).

*Titles indicating positions such as Treasurer, Secretary, Manager, and President follow the name, Mr., Mrs, Miss or Ms- is used in this case in front of the name.

*University degrees and honours gained in the armed forces are put after the name: Mr. J. Brown, M.A. (Master of Arts)

*The definite article in addresses is use with the name of the firm only if fit is part of its name. The Gordon Machines, Ltd, but…..
*The data of the address are arranged on the following lines as follows:

-number of the house alias before the name of the street

-name of the then or city and postcode

-name of the country e.g.

221 Baker Street

London N 78 SW

England

*Attention line – is usually put between the inside address and the salutation e. g.:

The Selson Machines Co, Ltd.

78 High Street

Edinburgh N 21 GNS

Great Britain

For the attention of the Manager

Dear Sir,

We thank you for your letter of…
3/ The Salutation

Leave at least a double space below the address. “Dear Sirs” is the formal salutation in British business letters addressed to a company. Very often there is a comma after the salutation, but it is optional. In the USA the formal salutation is “Gentlemen” written against the left-hand margin.

4/ The Body of the Letter
May be indented or blocked. It is usual to leave a line space between paragraphs in the body of the letter.
5/Complimentary Close


If the letter begins – Dear Sirs, Dear Madam – it will close with Yours faithfully. If the letter begins with a personal name e.g. –Dear Mr Brown – it will close with Yours sincerely.

Avoid old-fashioned phrases as: We remain yours faithfully, Respectfully yours etc.

Americans tend to close formal letters with Yours truly or Truly yours, which is not usual in the UK in business correspondence.

The position of the complimentary close – on the left, right or in the centre of the page – is a matter of choice. It depends on the style of the letter.

6/ Signatures 

Always type your name after your hand-written signature. Give your first name so as the addressee is able to identify your sex and give you the right title when he/she replies.

It is also possible to include the title in the typewritten signature:

(Miss) T. Brown, J. Brown (Mr).
Do not forget to include your position in a company after your name e.g.:

John Brown
Export Manager 
*A Subject line:

The subject matter of a letter is often indicated in a subject line which appears below the salutation e.g.

Dear Mr. Smith,

Your order No 7798 of 9 September 2023

The term “Re” (from Latin – Res – věc) is not much used these days.

Content of a Letter

Should be neither too long nor too short and should contain the right amount of information. It is recommended to plan your letter in advance. A clear structure will support the meaning and the letter will have a good chance of being a successful piece of communication.

Fail-safe structure:

-say why you are writing, introduce the subject

-give the facts the reader needs

-say what the reader should do, what action is being taken by others

-express good will

REMEMBER(
(Your letter should be simple –use modern simple style:
We have received…

Your letter of …

We inform you…

According to your instructions…

We enclose…

We are waiting for your orders…
(Your letter should be polite:

It should not be so simple that it becomes discourteous. Here is an example of a letter that is so short and simple that it sounds rude:

Dear Mr. Brown,

I am writing concerning your debt of £ 1, 500, This should have been cleared one month ago. You don’t seem to cooperate in paying us, and therefore we will sue you if your debt is not cleared within the next ten days.
Yours sincerely,

The same letter written in a more polite style:

Dear Mr. Brown,

I refer to the previous letter of 10 May in which you were asked to clear the balance of £ 1,000 which has been outstanding since January 2010. As you have not answered this letter, you leave little choice for me but to place the matter in the hands of solicitors. However, I am reluctant to do this and am offering you a further 10 days to settle the account.
Yours sincerely,

(Use complex sentences joined by conjunctions, passive sentences rather than active, full forms rather than abbreviated ones. You should aim for a neutral tone, avoiding pompous language on the one hand and informal or colloquial language on the other hand. For example:

Wrong                                                     Right

You have probably guessed
            You probably know

You will get your money back                 The loan will be repaid

Prices are at rock bottom                        Prices are very low

(Your letter should be clear
(Your letter should be accurate.

   Spelling, punctuation and grammar should be checked carefully. Use the correct titles in the address, spell the names correctly, and write the address accurately.

Special care must be taken when quoting prices or giving specifications such as measurements, weights etc.Always check that you have actually enclosed the documents you have mentioned in your letter and that you have enclosed the right documents.

(Your letter should be culturally sensitive

Punctuation
After the salutation and the complimentary close (optional)

To separate words in apposition: Mr Brown, our export manager, will call on you tomorrow.

To separate adverbial expressions from the rest of the sentence: We have airmailed to your address, free of charge, a range of samples.

Usually to separate a subordinate clause or a participal construction when they precede the principal clause: If the goods are in stock, let us know by return.
To separate non-restrictive relative clauses: Mr J. Brown, who

Is our agent in your area, will give you full information.

To introduce a short quotation: He said, “Wait a minute”, or after

a direct quotation: “Send him a fax”, he said.

To point off the thousands in figures (except in years, telephone, and house and page numbers): 85,654

To separate the title from the name when the title follows 

the name: Mr J. Brown, Secretary 

DO NOT USE COMMA

-before “that”

-to indicate decimal fractions – a decimal point is used instead

-“Please” is not separated by a comma: Please send us your latest catalogue.

Capitalisation of Words


Days, months and holidays (Monday, August, Easter, Christmas but summer)

Proper name groups except articles and prepositions: The National Opera, Hyde Park

Names of commodities and special products when stressed in business letters: 3 pieces of the Milling Machine
The first word of the body of the letter after a comma in the greeting

The first word in the complimentary close: Yours faithfully

Titles: How are you, Doctor/Colonel?

The first word of a quotation: He said, “Wait for me”
Names of commercial documents are sometimes capitalised    

(e.g. Letter of Credit but also letter of credit)

NOW IT´S YOUR TURN (
1/Write out the following date in three or four different ways:

the fifteenth of April two thousand

the second of June nineteen eighty six

the third of August nineteen ninety nine

2/Give the correct salutation and complimentary close to the     following addresses:
 Browns and Sons Ltd., 78Highburry Hill, London, N 23 AT, England
The Sales Manager, BGW Electrics Ltd., Liverpool 6, England

Mr.A. J. Brown, British Grocers, London W 1M 2BT, England
Ms. Angela Brown, Brown and Sons, 120 Oxford St., London W1 A3BA

3/ Write the following letter in the correct lay-out, put in the necessary punctuation and capital letters:

Messrs brown and co 55 Highbury hill London n 55 a t united kingdom 9 february 2000

Dear sirs thank you for your letter of 5 february 2000 your representative is expected in Prague on Tuesday 20 february the accommodation has been reserved at the intercontinental hotel praha 2 pařížská st yours faithfully g novak glassexport praha sales manage.

5/Give the name for these punctuation marks and signs:
.   ,   ;   :   -   ()   _   “”   ‘’   !   ?   %   @   ´   /   *   &   

6/Match each work on the left with a word on the right:

business                line

block                      code

subject                   letter

country                   form

courtesy                 degree

university                title

