UNIT 1. LETTER LAYOUT
Методические пояснения

Первый раздел пособия направлен на усвоение обучаемыми структуры делового письма. Речь в данном случае идет не о самом тексте, а так называемых "обрамляющих" элементах письма, которые являются его неотъемлемой частью. К ним относятся:
1. Заголовок (Letterhead).
2. Указание на ссылку (Reference Line).

3. Дата отправления письма (Date).
4. Внутренний адрес (Inside Address).
5. Обращение (Salutation).
6. Заключительная формула вежливости (Complimentary Close).

7. Блок подписи (Signature Block).
8. Указание на конкретное лицо (Attention Line).
9. Указание на общее содержание письма (Subject Line).
10. Приложение (Enclosure).
11. Указание на рассылку копий (СС Notation).
(Последние четыре элемента указываются в письме по мере необходимости.)
Интерес для целей обучения представляют и особенности расположения "обрамляющих" элементов на бланке письма. В примере ниже каждая строчка текста, а также все "обрамляющие" элементы начинаются с линии левого поля. При этом каждый элемент размещается компактно, в виде отдельного блока (отсюда название Block Letter Style). Такое "блоковое" композиционное решение структуры письма получило широкое распространение в деловой практике последних лет. Кроме того, в оформлении письма обращает на себя внимание отсутствие пунктуации, в основном запятых, что также часто стало практиковаться в деловой переписке.

Разумеется, помимо "блоковой" композиции существуют и другие варианты расположения элементов структуры письма (например, на с. 36). Во многом это определяется традициями, сложившимися в конкретной фирме или организации, а порой и привычками и вкусом пишущего.
Каждый из указанных элементов структуры требует знания определенных правил его написания. В обобщенном виде эти правила изложены в Study Section раздела I. Целесообразной формой предъявления этого материала является вводная лекция-беседа, в ходе которой преподаватель знакомит обучаемых с особенностями оформления "обрамляющих" элементов, а также раскрывает важнейшие стилевые характеристики делового письма (его официальность, стандартизованность, точность).
Тренировочная часть раздела I направлена
1. на отработку отдельных обрамляющих элементов, таких, как внутренний адрес, обращение, заключительная формула вежливости и др., 
2. на овладение всей структурой делового письма.

Study section
Let's read this business letter and see its main parts.

	AGRICO
	DENMARK

	Telex: 4254 AGRI 

Telephone: 05270-3985

Telefax: (056) 043-075
	1

	Your Ref.
	2

	Our Ref: DA/st

15 February 19...
	3

	Farmers Fruit Products

45 Leadenhall Street

London E.C. 3

England
	4

	Attention: Mr N. Harper
	5

	Dear Mr N. Harper
	6

	Re: Offer No 3876/5117
	7

	Thank you for your letter of 19 May 19... .

I have pleasure in sending you our brochure with details of our new models. I look forward to hearing from you soon.
	8

	Yours sincerely
	9

	DAshen

D.H.Ashen 

Manager
	10

	Encl.
	11

	cc J.C.Hammond
	12


1. The Letterhead

The printed Letterhead is usually centred at the top of the page.

It includes the 
name

address

telephone number

of the sender.

telefax 

telex

It may also contain 
the company's trademark,

telegraphic address,

its branches and

a description of the business.

The Letterhead does not only provide identification of the writer's company, its design helps to project the company's image. It is for these reasons that many firms engage professional artists to design attractive Letterheads. Naturally, every company wants to produce the most favourable impression in a reader's mind.
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MD SEIS
СОВМЕСТНОЕ РОССИЙСКО-АМЕРИКАНСКОЕ ПРЕДПРИЯТИЕ МД СЕЙС

Российская Федерация, Москва, 123298, 

ул. Народного Ополчения, д.38, корп.З 

Тел. 192-80-81, телекс: 11444НАСТ
2. The Reference Line

It is usually bellow the Letterhead, very often in the right-hand part of the sheet. The addressee's reference — if it is known — is typed first. The Reference Line contains the initials of the sender and the addressee.

Have a look at the sample letter on the previous page and find the Reference Line. You will see that the letters DA stand for D.Ashen. Mr D.Ashen has signed the letter and his initials in capital letters come first in the Reference Line. They are followed by the initials — not necessarily in capital letters — of his secretary or typist.

Now let's decipher the Reference Line:

Your Ref: DA/st
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Your Reference 

David Ashen 

Susan Thompson

What will the Reference Line in your letter look like?

3. The Date

The Date, like the Reference Line, is placed below the Letterhead. It is often very important to know when the letter was written — important both to the reader and the writer.

There are several commonly used dateline styles, for example:

2nd September, 19__

2 September, 19__

2 Sept. 19__

September 2, 19__

2/09/19__

American businessmen traditionally start the date with the month and British businessmen with the day. So the last of the above dateline styles may be confusing: it is either the second of September or the ninth of February. To avoid confusion write the date like this:
2 September, 19... 

if you want to send your letter to Great Britain, and like this:

September 2,19...

if your partner works in the United States. 

Nowadays people do not usually write -th, -rd, -st or -nd after the day. Sometimes the months (they are written with capital letters) are abbreviated, but not all of them:

	January — Jan.

February — Feb.

March

April — Apr.

May

June
	July

August — Aug. 

September — Sept. 

October — Oct.

November — Nov. 

December — Dec.


4. The Inside Address

Have another look at the sample letter. Have you found the recipient's address? Yes, this is the Inside Address. It contains the name and address of the firm or individual to whom you are writing. The position of the Inside Address is fixed in the business letter layout: it is in line with the left-hand margin in the upper part of the letter. Mind the order in which the address is usually written:

	Messrs
 Waterson and Sons 

106 Knightsbridge 

London SWL 96C 

England
	
	— to a firm in Great Britain

	
	
	

	Worldwide Dealers Inc.

169 Sixth Avenue 

New York, N.J. 110 15

USA
	
	— to a firm in the United States of America

	
	
	

	Managing Director

International Office Equipment Inc.

344 Rue Road

Chicago, IL.

USA
	
	— to an anonymous official in the firm

	
	
	

	Mr George K.Style 

Export Division 

Wellhead Builders Ltd.

25 Fen Road

London EC3 7AP 

England
	
	— to an individual in a firm


Use one of these when addressing a woman:

	Mrs Rosemary Jones 

Mrs C. Gree
	
	— to a married woman

	
	
	

	Miss Mary White 

Miss R. Hampton
	
	— to an unmarried woman


Use abbreviation Ms in addressing a woman whose marital status you do not know, for example Ms P. Stevens.

5. The Attention Line

You will not see the Attention Line in every business letter. When writing to a company or a department within a company you might need to attract the attention of a specific person. The following are various styles of attention lines:

	Attention: Mr Edward Jones

Attention of the Traffic Manager

For the attention of…
	
	


6. The Salutation

There are several accepted forms of Salutations.

	Use
	Dear Sirs (British)

or

Gentlemen (American)
	
	when you are addressing a company or an organization

	
	
	
	

	Use
	Dear Sir 

Dear Mr Small
	
	when addressing a man

	
	
	
	


	
	Dear Madam 

Dear Mrs Grant 

Dear Miss Grant 

Dear Ms Grant
	
	when addressing a woman


7. The Subject Line

Just like the Attention Line the Subject Line may also be omitted. The writer needs it when he/she wishes to give the reader advance notice of what the letter is about. The following are examples of different Subject Line styles:

Subject: Order for Marmalade 

Re: Mr H. Menton's Visit to India 

Policy No 756915

Find the Subject Line in the sample letter and remember that in business letters it is always underlined.

8. The Body of the Letter

The Body of the Letter is the message itself, all the other parts are just framing elements. The message of every business letter usually consists of at least two paragraphs — even if the second paragraph is just a courtesy phrase (see the sample letter)

9. The Complimentary Close

Complimentary Closings, like Salutations, vary in form. In fact, your choice of a closing depends on the Salutation. If you open your letter

	with
	
	use

	
	
	

	Dear Sirs 

Dear Sir 

Dear Madam
	
	Yours faithfully

	
	
	

	Dear Mr Black 

Dear Mrs Black 

Dear Miss Black 

Dear Ms Black
	
	Yours sincerely

	
	
	

	Gentlemen: (American)
	
	Very truly yours


10. The Signature Block

It consists of 

a) the writer's handwritten signature;

b) the writer's identification;

c) the typed name of the company.

The typed name of the company is usually considered an optional part of the Signature Block as it is already given in the Letterhead. At the same time it may sometimes open the Signature Block (before the handwritten signature of the writer) or finish it (below the writer's identification).

When identifying the writer you must give his/her name and his/her title or position in the company. Sometimes it is necessary to write the department. Here are several examples:

	Dale Electric of Great Britain

Limited

JVBailey

John V. Bailey

Regional Sales Manager
	
	with the typed name of the company

	
	
	

	for: BKL Fittings Limited 

IBreach 

I. Breach 

Managing Director
	
	

	
	
	

	PHMurray 

P.H.Murray 

Area Sales Manager 

Export Division
	
	without the typed name of the company

	
	
	

	MFisher
Mary Fisher

pp
 Mr Steve Ryder

General Sales Manager
	
	


How can you describe the Signature Block in the sample letter?

11. The Enclosure

When you enclose something with the letter in the same envelope or container, do not forget to indicate this fact in the Enclosure Notation. For that use one of the following patterns:

	Enclosures:
	1. Contract
	
	Encl. (2)

	
	2. Cheque
	
	Enc.: Invoice


What do you think is to be enclosed with the sample letter?

12. The CC Notation

CC means "carbon copy". If you wish to send a copy of this letter to some other person(s) and you want the addressee to know about it, indicate the names of the persons (or the firms, organizations, etc.) in the CC Notation. Just like the Enclosure this element of your business letter may easily be omitted if there is no need in sending copies. Find the CC Notation in the sample letter and say who Mr D.H.Ashen intends to send a copy of this letter (with the brochure) to. If you send a copy to a department (firm, organization) write

cc Legal Department.

Positioning of Letter Parts

Parts of a business letter may be arranged in different ways. The choice of the arrangement style depends on the traditions of a certain company or even the writer's taste. Our sample letter from Agrico Denmark is written in the so‑called "block design" which is the modern way of laying out business letters. It means that most parts of the letter (sometimes all of them) start at the left margin. In this book we shall stick to this arrangement style in our letters. At the same time in business correspondence with different firms you may come across other styles.

Have you noticed that there are no commas, in fact, there is no punctuation at all in the framing elements of the sample letter? It is not a mistake. Open punctuation is widely used in the "block" arrangement style.

So remember the "block" design and open punctuation!

� Messrs [‘mesð s] — Abbreviated from Messieurs (Fr.); it is used if the name of thе firm includes surnames of people.


� Abbreviated from Incorporated.


� IL — Illinois (a state in the USA).


� Ltd.  – Abbreviated from “Limited Liability Company”.


� Road, Street, Avenue – these words start with capital letters in addresses.


� 1 pp — per procurationem (Lat.) — for, on behalf of, in the place of.
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