Business letters.

Drawing up of business letters –is not easy work, but at some skill it will be already possible to operate with a rich arsenal of written business etiquette and to observe accurate criterias of quality the business letter: style, tone, cliches, structure.
The surplus information in the business letter is not welcomed. The concrete letter should be devoted a concrete question.

Sometimes it is difficult to write business letter without constant repetition of the same words. it is not necessary to worry especially about it. In business letters the tautology is quite pertinent and there is no need to select synonyms here.

One more essential remark. In English written business etiquette it is not accepted to use colloquial words and a slang.

1. Parts of the business letter:

2. заголовок, включающий наименование компании и адрес отправителя (Company letterheading; Sender’s address)

3. Дата письма (Date)

4. Адрес получателя (Inside address)

5. Обращение (Salutation)

6. Указание на содержание письма (Subject line)

7. Основной текст письма (Body of the letter)

8. Заключительная формула вежливости (Complimentary close)

9. Подпись отправителя (Signature)

10. Инициалы автора письма и исполнителя (Identifying initials)

11. Указание на приложения (Enclosures)

12. Постскриптум, те приписка к оконченному письму (Postscript)

13. Уведомление о наличии копий (Notation of copies sent).

1. Title

The title contains the name and the address of the organisation or the firm sending the letter, and a number of details, as that: the address for telegrammes, number and the conditional name of the teletype, phone numbers, the name of commercial codes. Under the organisation name the sort of its activity often is underlined. In headings of letters of the English joint-stock companies surnames of directors of the company are sometimes put down.

Names of the foreign trade associations are not translated on foreign languages. Words «the foreign trade association» and "export-import association" are written by a roman type in a transcription accepted for all foreign languages – VNESHNETORGOVOJE OBJEDINENIJE, EXPORTNO-IMPORTHOJE OBJEDINENIJE.

          Vneshnetorgovoje Objedineije “Machinoexport”

In the end of names of many English trading and industrial enterprises, banks there is word Limited (Ltd):

A. Smith AND Co., Limited

The Sheffield Engineering Co., Ltd.

          Word Limited represents expression reduction limited liability company the company with limited liability.

In the USA instead of word Limited after names of many commercial and industrial enterprises there is word Corporation or word Incorporated (Inc). Corporation means the union of the persons. Incorporated means registered as corporation:

         The American Mining Corporation

         James Smith and Company, Incorporated

Absence of word Limited (Ltd) in names of the English enterprises and words Corporation or Incorporated (Inc) in names of the American enterprises specifies that the given enterprise is association (partnership).

Often in heading we can find the reference which the sender of the letter asks to mention in the answer. In references there are initials of the composer of the letter, the initials of the typist, the reduced designation of department, department number, etc. 

Our reference AC/DK/156 – Наша ссылка AC/DK/156

Your reference 15/16/1867 – Ваша ссылка 15/16/1867

In your reply please refer to FL/KD/156789 –  В вашем ответе просим сослаться на FL/KD/156789

In your reply please mention our reference CA/DB – В вашем ответе просим упомянуть нашу ссылку CA/DB

Our file No. 12/16/1678  - Наше дело 12/16/1678

Please quote No. 1567/AC  when replying – В ответ просим сослаться на № 1567/AC

In the titles we can observe such phrase as:

 All communications to be addressed to the company and not to individuals.
Date of the letter.

Date of departure of the letter is usually written in the right corner under heading. Date is designated by one of next ways:

1. 12th September, 1978

2. 12 September, 1978

3. September 12th , 1978

4. September 12, 1978

Preposition on is absent. In England the first way of a designation of date – 12th September, 1978 is most extended. The Same way is usually used in the letters proceeding from the Russian foreign trade organisations. In the USA the fourth way – September 12, 1978 is often applied.

At a date designation in the ways 1 and 3 it is necessary to pay attention to a correct writing of an ordinal numeral by means of figures and one of the terminations st, nd, rd, th: 1st, 2nd, 3rd, 4th.

It is necessary to remember that before the numerals designating year, the comma is usually put. The point in the end of a date designation is not obligatory. 

Names of months, except March, May, June, July are often reduced.

January – Jan.                                     September – Sept.

February – Feb.                                   October – Oct.        

April – Apr.                                        November – Nov.

August – Aug.                                     December – Dec.
3. The name and the address of the addressee of the letter.

The name and the address of the organisation or surname and the address of the person to which the letter is sent, is put down on a left-hand side of the form of the letter at a line weeding a little below a line with date. The name of the organisation or a surname of the person are usually written on a separate line.

If the letter is addressed to firm before its name it is accepted to put Messrs which represents reduction of French word Messieurs of the Lord and the firm usually in that case when in the firm name there are surnames of any persons is used with value. In the end of word Messrs. The point is usually put:

Messrs. A. Robinson and Sons – Фирме А. Робинсон энд Санз
Messrs. John Brown & Co., Ltd. – Фирме Джон Браун энд Ко Лимитед
When the letter is addressed to the separate person-man before its surname word Mr is put., which represents reduction of word Mister Mr., the mister and completely is never written. In the end of word Mr. The point is usually put.

Before a surname of the person it is necessary to specify his name or the first letters of names:

Mr. Harold Brown – мистеру Гарольду Брауну

In England instead of Mr. Sometimes after a surname of the person word Esq is written. Word Esq. Represents word reduction esquire – эсквайер – and completely it is never written.

Harold Brown, Esq.  – Гарольду Брауну, эсквайеру

Unlike Ukrainian, in English language the name or the first letters of names of any person are never written after a surname, and always before it. The capital letters meeting after surnames of any persons, are the reductions specifying in an accessory to the certain organisation, on a rank or on an award by which this person is awarded:

A.B. Smith, M.P. (M.P. – Member of Parliament – член парламента)

C.D. Brown, M.I.C.E. (M.I.C.E. – Member of the Institution Of Civil Engineers – член Института гражданских инженеров)

 A.F. White, LL.D. (LL.D. – Doctor of Laws – доктор юридических наук)

G.H. Black, K.C.V.O. (K.C. V.O. – Knight Commander of the Victorial Order  - кавалер ордена королевы Виктории).

Sometimes the letter is addressed to the official in any organisation. When a surname of the person, Holding a certain post in the given organisation,  is unknown. That addressee is designated as follows:

The Chairman, A.Smith & Co, Ltd – председателю компании А. Смит энд Ко. Лимитед
(Chairman - председатель, President – президент, председатель, Managing Director – директор-распорядитель, Secretary - секретарь, Chief Account – главный бухгалтер.)

At addressing of letters to married women to England and the USA word Mrs is used. Mrs., the madam.

Mrs. Mary Brown

Word Mrs. represents reduction of word Mistress Mrs., the madam. Mrs.  

At addressing of letters to unmarried women word Miss Ms., the madam whom the name of the addressee and a surname follows is used:

Miss Mary White

After the name of the organisation or a surname of the addressee on a separate line number of the house and the street name, and then – also on a separate line – the city name is written: house Number always faces to the street name. The city name is accompanied in necessary cases by the accepted designation of post area. A county (To England) or staff (to the USA) are written after the city name. If the letter is addressed abroad after the city name the country name follows. After the name of the organisation or a surname of the addressee the comma is put. The comma is put also after the name of street and before a designation of post area, staff, the countries. Between number of the house and the name of street the comma is not obligatory. Words Street, Place, Avenue are written from a capital letter.

Messrs. A. Smith & Company, Limited

25, Leadenhall Street,

London, E.C.,

England.

Brain Institute

                                                                       Svetlanovsky Avenue 47

                                                                       Leningrad 145238

                                                                       USSR

                                                                                       April 8, 1990

Dr. James Smith

   Brain Research Street

    19 Oxford Street

       London, NE 20

            England

Dear Mr. Smith,

Thank you so much for your kind invitation to take part in the International Congress to be held next month.

It gives me pleasure to accept your invitation and I look forward to seeing you and other friends of mine.

                                                                        Sincerely yours,

                                                                             S. Voronin

                                                                                Director
4. The introductory reference and the final form of politeness.
The introductory reference and the final form of politeness represent the standard standard formulas, playing letters the same role what in conversation is played accordingly by expressions good morning, good-bye.

1. Now in business letters below-mentioned formulas of politeness are most extended:

2. в письмах к фирмам и организациям - Dear Sirs, Gentlemen
3. в письмах к отдельным лицам – Dear Sir, Dear madam
As to the final formula of politeness (the same as also the reference) depends mainly from you are in what relations with the addressee.

The first - when you write out to the friend or the relative, or the good acquaintance:

Sincerely yours, Faithfully yours, Yours (very) sincerely, Always sincerely yours, Ever yours, Very cordially yours, Yours truly. 
The second – to insufficiently familiar people or officials:

Yours sincerely, Yours truly, Respectfully yours, Yours very respectfully.
When the sender of the letter addressed to any organisation wishes, that the letter has been read by the certain person in this organisation before the introductory reference (or under it) the following inscription is put:

For the attention of Mr. D. Robinson – Вниманию г-на Д. Робинсона
Attention of Mr. D. Robinson

5. Instructions on the general content of the letter.

Before the basic text of the letter the short instructions concerning the maintenance or a letter theme are often given. These instructions usually are located between the introductory reference and the basic text and the attention of the person assorting mail is underlined to draw. All words in instructions, except articles, pretexts and the unions, are written from a capital letter.

1. Dear Sirs, 

                        Order No. 1234 for “Volga” Cars

We have received your letter…
5. The signature.

The signature on the letter is located on the right party of sheet under the final formula.Under the name authorised by firm or the organisation the person appends ink the signature. On the same line or more low the name of a post of the person who have signed the letter printed on the machine, or the name of corresponding department of the enterprise follows.
                  A. Smith & Co., Ltd 

A. Brown Director
6. Addition, addendum (annex, appendix).
If any materials or documents are added to the letter, in the left corner of the letter below the signature we write the word Enclosure or word Enclosures – more often in abbreviated form - Encl. If there are two appendices and more their number is underlined: 3 Enclosures or 3 Encl. (3 appendices).

Encl: Cheque                                        Приложение: чек

Enclosures:                                           приложения: 

Bill of Lading                                       коносамент
Insurance Policy                                   страховой полис
Invoice                                                   счет-фактура

7. Postscript

The postscript (Postscript), i.e. an addition in the end of the letter after the signature, is supposed only in that case when after letter signing there was an event on which needs to be informed immediately the addressee. The addition begins with reduction P.S., in the end of an addition the signature is again appended.
