Letter Writing Formats
(except where otherwise noted, the information here is adapted from Tyzack)
Structures of letters 
Indented form 
- traditional English layout. Still sometimes used for personal letters

Block form – now the standard business layout. Also used with personal letters.
Indented form (can use for Personal Letters)
  Block form (use for Business Letters)
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Signature:

For business letters always
print/type your name below your
signature.

You can include your official or
courtesy title (Ms/Mrs./Miss/Mr.)
if you like.

Example
Sincerely yours,

& signature goes here
(Mr.) Michel H. Jones
Manager, Door 2 Door Advertising

Block form
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March 6, 2007

Dr. Jean Fairview
Director of Foreign Studies
‘Houston Univer
123 Longhorn Drive
Houston, Texas 78777

Dear Dr. Fairview:

We are in need of some linguistic assistance and are
hoping that you can recommend someone to us.

We will be ca
China in J
who is famili:

ing out an advertising campaign in
would like to hire a consultant
with the language and culture.

Thank you for taking the time to help us out. We
look forward to receiving your recommendation.

Yours sincerely,

Pichel F: Jones
(Mr.) Michel H. Jones
Manager, Door 2 Door Advertising
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March 6,2007

Hi Chris,

It was great seeing you again last weel! I hope
that you had a safe trip back to Vancouver. Thear it
has been pretty wet there all weel.

As youmay have guessed, we found your slipper,
the one that had gone missing. It seems that the dog
took a liking to it and it was under the blanlket she
likes to sleep on. T have sent it along with this note.

Lots of love,

ﬂ'l

Personal Letters

Signature:

Make sure the person you
are writing to will know who
you are from what you write
in the signature.
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March 6, 2007
File: 62-Req-01

Dr. Jean Fairview
Director of Foreign Studies

Houston University
123 Longhorn Drive
Houston, Texas 78777

CONFIDENTIAL
Dear Dr. Fairview:

We are in need of some linguistic assistance and are
hoping that you can recommend someone to us.

Wewill be carrying out an advertising campaign in
Chinain July. We would like to hire a consultant
whois familiar with the language and culture.

Thank you for taking the time to help us out. We
look forward to receiving your recommendation.

Yourssincerely,

Miskel f Jores

(M) Michel H. Jones
Manager, Door 2 Door Advertising
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File: 62-Req-01
Dr. Jean Fairview
Director of Foreign Studies

Houston University
123 Longhorn Drive
Houston, Texas 78777

CONFIDENTIAL
Dear Dr. Fairview:
We are in need of some linguistic assistance and

arehoping that you can recommend someone to us.

We will be carrying out an advertising camp aign
in China in July. We would like to hire a consultant
whois familiar with the language and culture.

Thank you for taking the time to help us out. We
look forward to receiving your recommendation.

Yourssincerely,

Miskel # Jones

(M) Michel H. Jones
Manager, Door 2 Door Advertising





Indented Form (Personal Letters)
Heading: your full address. In personal letters this can be simplified or left off.


Ex.
<Street address>


1800 Lihu Road


<City, Prov/State, Country,  P.C.>
Wuxi, Jiangsu, China  214122
Date: Always write the month in letters to be clear. The British usually put the day first (Ex. 6 March 2007). North Americans usually put the month first (Ex. March 6, 2007) 

Inside Address: The full address of the person you are writing to – the same address as what goes on the envelope. This is often left off of personal letters.

Salutation: Opening greeting to the person you are writing to. How formal you are depends on your relationship with the person. With friends it is common to use first names.


Ex.
Dear Jane,

Hello John,

Hi Chris,

Body of letter: One or more paragraphs of content. Each paragraph is indented. No space between paragraphs. What you write depends on the purpose of your letter. You should have an opening (tell why you are writing), your main points, and a closing (wrap things up).

Complimentary closing: Again, level of formality varies. Common closings include: Sincerely, Sincerely yours, Yours sincerely,.  Informal closings include: Yours, Love, Lots of love, Warmest regards, Regards,.

Signature: Make sure the person you are writing to will know who you are from this.
Block Form (Business Letters)
Try to keep a business letter to one page or less. Business people are very busy.
Heading: your full address. Include the name of the business. If letterhead stationary is used no additional heading is needed

Ex.
<Company name>


Henderson Supply Co., Inc

<Street address>


842 Dale Road



<City, Prov/State, Country,  P.C.>
Winnipeg, MB, Canada  R2G 6K9

Date: Always write the month in letters to be clear. Do not abbreviate the month name in a business letter. The British usually put the day first (Ex. 6 March 2007). North Americans usually put the month first (Ex. March 6, 2007).
Inside Address: The full address of the person you are writing to – the same address as what goes on the envelope. Above the address include title line with the full name and/or the title of the recipient.

Ex.
Dr. Jean Fairview

OR      

Dr. Jean Fairview 


<address>




Director of Foreign Studies 








<address>
   OR
Director of Foreign Studies


<address>

Salutation: Opening greeting to the person you are writing to. How formal you are depends on how well you know the recipient. 

It is ALWAYS better to have the name for the person you writing to.

· Dear Sirs: When you are writing to an institution and not an individual

· Dear Sir or Madam,  OR  Dear Sir/Madam: When you don’t know the name or sex of the recipient

· Dear + <Mr./Ms/Mrs./Miss> + <Surname>: When writing to someone whose name and sex you know. 
· These titles should be used with just the surname, not the full name           (Ex. Dear Ms Smith    NOT   Dear Ms Emma Smith)
· Dear + <First name> + <Surname>: Ex. Dear Emma Smith. 
· More formal ( Dear Ms Smith; more informal ( Dear Emma.   
· DO NOT write Dear E. Smith
Paragraph 1/Paragraph 2/…/…: (adapted from “Formal”)

In the block form, paragraphs are not indented. You must leave a space between paragraphs. 
· The first paragraph should be short and state the purpose of the letter (to make an enquiry, complain, request something, etc.).
· The paragraph(s) in the middle should contain the main information of the letter. Most business letters in English are not very long, so keep the information to the essentials and organize clearly and logically. Do NOT expand too much.
· The last paragraph should state what action you expect the recipient to take (to refund, send you information, etc.) or it may simply show appreciation.

Complimentary closing: Again, level of formality varies. Common closings include: Sincerely, Sincerely yours, Yours sincerely,  

Signature: For business letters always print/type your name below your signature. Include your official title or courtesy title (Ms/Mrs./Miss/Mr.) if you like, so that the recipient has no doubts about who you are.

Ex.
Sincerely yours,






  ( signature goes here


(Mr.) H. Jones



Sales Manager, Vigo International Trade

Abbreviations or expressions used in letter writing (from “Formal”)
· asap = as soon as possible 

· cc = carbon copy (followed by who you are sending a copy of the letter to) 

· enc(s) or encl(s) = enclosure (followed by what you are enclosing) 

· pp = per procurationem (A Latin phrase meaning that you are signing the letter on somebody else's behalf; if they are not there to sign it themselves) 
· Private and confidential or Confidential: to mark a letter as private
· ps = postscript (when you want to add something after you've finished and signed it). Note: business letters should not include postscripts.
· pto (informal) = please turn over (tells the person you are writing to that the letter continues on the other side of the page) 

· RSVP = please reply 
 Business Letter Example:










Reference Numbers: If the company or the official used a reference number in the letter previously sent to you, quote back this number as “Your ref:_____”. If your letter or the issue it deals with has a file number, it is written as “Our ref:_____”
Subject Line: Acts in the same way as the subject line in an email, it lets the recipient know what the letter will generally be about.
NOTE: A business letter is more formal than a personal letter. It should have a margin of at least one inch (2.5cm) on all four edges. It is always written on 8½"x11" (~21.5cm x 28cm) unlined stationery. 

It should NOT be right-justified (in other words, the right side should be ragged).
Full Block and Modified Block Letters (Business Letters)
(adapted from Blicq)

These are at least two variations of block form letters that are used in the business world.
Full Block: Every line of the letter is left justified, including the date.

Modified Block: First line of each paragraph is indented. The date will be right justified.

Note that in both styles there is a blank line between paragraphs.

Full Block form



      Modified Block form
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THOMPSON TRADE CO., LTD.


12/F Kim Wo Plaza  Causeway Bay Hong Kong


Tel: 0852-25467867  Fax: 0852-25675869


www.thompsontrade.com





							Your Ref.:


							Our Ref.: SW/DJ





4 January 2001





Mr. David Lamb


Global Trade Co. Ltd.


Minot, ND   54912-8721


U.S.A.





Private and confidential





Dear Mr. Lamb,





Re: Non-payment of invoice 345/14





I am sorry to see that despite several reminders you have not yet paid the above-mentioned invoice. Therefore, unless your account is cleared within four days of the above date, I shall have no alternative but to place the matter in the hands of our solicitors.





Yours sincerely,


p.p.  Mary Brown


Dawn Sampson


Finance Manager








c.c. Poole & Jackson Ltd. Solicitors.
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Company Letterhead: replaces the Heading
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Subject line





pp: signed on behalf of another








cc: carbon copy
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