Unit 4  exercise 2

Phoebe Tang 1a (27)


STATIONERY
The paper a company uses for business letters expresses the personality of the company. The name of the company is always stated in large bold letters, together with full postal address including postcode.


In the UK the word Limited (or Ltd) is used to indicate limited liability. In the United States the abbreviation Inc (Incorporated) is used. In Australia it is Pty. Ltd (Proprietary Limited) and in the far East it is Pte Ltd (Private Limited). In the UK the abbreviation plc (or PLC) is used to show that the company is a public limited company.

DISPLAY OF LETTERS


Always include a reference, eg PJK/ST, on a business letter as well as a date. The inside address should be displayed just as it would on the envelope. ie:

Mr and Mrs K Hughes

12 Bracken Avenue

Aston

Sheffield

S31 0ES

USE OF OPEN PUNCTUATION

The most popular way of displaying letters is fully-blocked style. Open punctuation is usually used with this method of display. That means all unnecessary punctuation is omitted, for example: MRT, IBM, am, pm, eg, ie.

