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China National Light Industrial Products Import & Export Corporation
Shanghai Branch

128 Huchui Road

Shanghai, China

March 8, 2005

H. G. Wilkinson Company, Limited
245 Lombart Street
Lagos, Nigeria

Dear Sir/Madam,

We thank you for your letter of March 1 asking for the price list of our
goods. The enclosed booklet includes details of all our products and will
enable you to make a selection.

We look forward to receiving your order.

Yours faithfully,

Peter Johnson Q
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The Formats of the English Business Letter
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Example:
(Heading)
Inside Address
( Salutation )
(Body)
( Complimentary
Close)

(Signature)
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 (Heading) . (Heading)
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e  (Salutation) e  (Salutation)
. (Body) . (Body)
(Complimentary Close) .
(Signature) (ComplimentaryClose)
(Signature )
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Master the Second kind




LAYOUT OF BUSINESS LETTER

SOME KEY POINTS:
1. ADDRESS : number,name of house

street

road
avenue(AVE.)
village or town
county
city,state

country



LAYOUT OF BUSINESS LETTER

2.SALUTION:
ordinary men and women
Mr. Babara Evans
Mrs.June Smith (married women)
Miss Nana Wang(unmarried women)
Ms. Serena Liu (whose marital status is

unknown)



LAYOUT OF BUSINESS LETTER

3.signature:
Sincerely,
Sincerely yours,
Yours faithtully,
Yours truly,

Yours respecttully,



LAYOUT OF BUSINESS LETTER

4.Postcript: (FfHNiE)

P.S. Your parcel has just arrived after my
writing the above .Thank you.

5.Enclosure :(Fff4)
Encls. : 1. Invoice #1003
2.Check #1230

Encl: 1. Invoice



Complimentary Close 55 R AL &

1. Ko ESCR

Thanking you and assuring you of our best efforts at all
times.

We ensure our earnest and continued support.
We solicit your cooperation on this regard.

2. FKonFfF A

We are waiting for your confirmation.

We are expecting from you that.

Your immediate reply will be appreciated.
Look forward to a prompt reply.



Complimentary Close £&5 R AL &

— We look forward to a fruitful business relationship with you in

the future.

— We thank you / appreciate your interest in our products.

— We were glad / It was a pleasure to learn from your letter of
March 2"¢ that you were interested in this matter.

— Enclosed is / We enclose / You will find enclosed one price list.

— Will you let us /zear from you_in this matter.




Complimentary Close 55 R AL &

A
— Would you please inform us what you wish us to do?
— Would you please reply without delay your wishes in this matter?

— Would you please inform us of the results?

B
— I look forward to hearing from you soon.
— I look forward to (receiving) your favorable reply.

— I look forward to (receiving) your orders.
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