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Writing In a foreign language IS no easy job,
especially when your business may be
depending on it. But the better you write, the

better your reader will feel about you and your
Ideas.




A letter writer should remember
that appearance creates the first
impression.

v’ careful planning of a letter format
contributes much to improved

communication. i




BUSINESS CORRESPONDENCE

* means the exchange of information in a
written format for the process of business
activities.

* can take place between organizations,
within organizations or between the
customers and the organization.

* the correspondence is generally of widely
accepted formats that are followed
universally.
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Major types of business correspondence:

1. Business Letters

- Business letters are the most formal method of
communication following specific formats. They are
addressed to a particular person or organization.

2. Business Memo/Memorandum

- Memorandum is a document used for internal
communication within an organization. Memos may
be drafted by management and addressed to other
employees.



Major types of business correspondence

3. Business faxes

- Business faxes have been around even longer
than memos, but for a long time, very few people
had access to fax machines.

4. Business Email

- Business email is considered as the reigning
queen of business correspondence. It is probably
even more important that business letters nowadays
though it does not substitute to them.




Types of Business Letters

1.Sales Letters

- Typical sales letters start off with a very
strong statement to capture the interest of
the reader. Since the purpose is to get the
reader to do something, these letters include
strong calls to action, detail the benefit to the
reader of taking the action and include
information to help the reader to act, such as
including a telephone number or website link.




Types of Business Letters

2. Order Letters

- Order letters are sent by consumers or
businesses to a manufacturer, retailer or
wholesaler to order goods or services. These
letters must contain specific information such
as model number, name of the product, the
quantity desired and expected price. Payment
is sometimes included with the letter.



Types of Business Letters

3. Complaint Letters

- The words and tone you choose to use in
a letter complaining to a business may be
the deciding factor on whether your
complaint is satisfied. Be direct but tactful
and always use a professional tone if you
want the company to listen to you.




Types of Business Letters

4. Adjustment Letters

- An adjustment letter is normally sent in
response to a claim or complaint. If the
adjustment is in the customer’s favor, begin
the letter with that news. If not, keep your
tone factual and let the customer know that
you understand the complaint.



Types of Business Letters

9. Inquiry Letters

- Inquiry letters ask a question or elicit
information from the recipient. When
composing this type of letter, keep it clear and
succinct and list exactly what information you
need. Be sure to include your contact
information so that it is easy for the reader to
respond.



Types of Business Letters

6. Follow-Up Letter

- Follow-up letters are usually sent after some type of initial
communication. This could be a sales department thanking a
customer for an order, a businessman reviewing the outcome
of a meeting or a job seeker inquiring about the status of his
application.

7. Letters of Recommendation

- Prospective employers often ask job applicants for letters of
recommendation before they hire them. This type of letter is
usually from a previous employer or professor, and it
describes the sender’s relationship with and opinion of the
job seeker.




Types of Business Letters

8. Acknowledgment Letters

- Acknowledgment letters act as simple receipts.
Businesses send them to let others know that they
have received a prior communication, but action may
or may not have taken place.

Q. Cover Letter

- Cover letters usually accompany a package, report
or other merchandise. They are used to describe
what is enclosed, why it is being sent and what the
recipient should do with it, if there is any action that
needs to be taken. These types of letters are
generally very short and succinct.



Types of Business Letters

10. Letters of Resignation

- When an employee plans to leave his job, a
letter of resignation is usually sent to his
immediate manager giving him notice and
letting him know when the last day of
employment will be. In many cases, the
employee also will detail his reason for leaving
the company.




Parts of a Business Letter

The Heading (The Return Address) or Letterhead

- Companies usually use printed paper where heading or
letterhead is specially designed at the top of the sheet. It
bears all the necessary information about the
organization's identity.

Date

- Date of writing. The month should be fully spelled out
and the year written with all four digits October 12, 2005




The Inside Address

- In a business or formal letter you should
give the address of the recipient after your
own address. Include the recipient's
name, company, address and postal code.
Add job title if appropriate. Separate the
recipient's name and title with a comma.
Double check if you have the correct
spelling of the recipient's name.
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The Greeting

- Also called the salutation. The type of
salutation depends on your relationship
with the recipient. It normally begins with
the word "Dear" and always includes the
person's last name. Use every resource
possible to address your letter to an actual
person. If you do not know the name or
the sexes of your receiver address it to
Dear Madam/Sir (or Dear Sales Manager

or Dear Human Risources Director).




The Body Paragraphs

- The body is where you explain why
ou're writing. It's the main part of the
usiness letter. Make sure the receiver
knows who you are and why you are
writing.

The Complimentary Close

- This short, polite .closin? ends always
with a comma. It is either at the left margin
or its left edge is in the center, depending
on the Business Letter Style that you use.
It begins at the same column the heading




Signature and Writer's identification

- The signature is the last part of the letter.
You should sign your first and last names.
The signature line may include a second
line for a title, if appropriate. The signature
should start directly above the first letter of
the signature line in the space between
the close and the signature line. Use blue
or black ink.

Sample Business Letter
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LETTER STYLES

Full-Block Style

- All the elements are aligned to the left
margin and there are no indented lines.
This is a standard block-style format that
s accepted by most businesses.
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St Con L1

28 Grown 52, Salte 14
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October 27, 2000

Ma. Margaret Ecvwarch
Baerwl Lid

Al Aarwtond Road
London 27 W

For the Adtertion of Famton] Manawgor

Do M. Edwawrdn:

| weantaxd 10 Lok By OPPORUry 10 Bhark your bor B ssosllont jobs you G in arenging
Iranosng 1or our propect. W appe schado i fnct that you rade yoursell svadable for
droun pon soven dys A wosk. We were smprestsed by your Ihourough knowbedoe of
linancieng arvd irvestiment barding

W have Do dealing with our tw Snancial Faiiution 1o abaud & week now. The

%dmwmm.nmqp-m.luum
wa have & Gartum leap forward n progress.

1 woudd ot s itade LO redain yourr services agan v Lo recomwvwnd your Bem 10 any
company secking the boet represertabion,

(5’6\
-
D. Cleverelle &

Do Cluvaraiie, &‘ﬁ)
Frossdert OG




Modified Block Style

- The return address, date, closing and
signature start just to the right of the
center of the page or may be flush with the
right margin. All body paragraphs begin at
the left margin.
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Indented or Semi-Block Style

- Similar to the modified block business
letter style except that the first line of each
paragraph is indented.




3519 Front Street

Mount Celebres, CA 65286
October 5, 2004
Hetty Johunson
Payable
The Cooking Store
Barliner Plaza
Point, CA 68534
{Dear Ms. Johnson:
It has come to my attention that vour company, The Cooking
Ptore has been late with paying thelr invoies for the past three months.
I order to encourage our customers to pay for their invoices

the due date, we have implementad o discount model whore we'll
vou 2% off your tnvoice if vou pay us within 10 days of receiving the
0.
[ hope that everything is going well for you and your company.
on are one of our biggest customers, and we apprecinte your business.
{ you have sny questions, feel free 1o contact me at (555) 555-5555.

Sincerely,

Signature
Bob Powers

- Accounts Receivable L




1234 Main Srest
Bellovie, Mnois 62229
January 17, 2003

QOur Lady Quoen of Peace Sowsl

Altn: QP Swderss

5915 North Bea West

Selovile, linos 82223

Dear S or Madam:

You may wne 2 busness leter 1o request inormaton, 10
oeder a product, % apply 103 schodd, of 10 sek empioymert.
Whether you wrie or ype a business Mther, e polte, specsc, and
neat Koeo acopy of every busiess leder

Usa aither the dlock or modiied biock fomn for & busivess
letter Edher form has six parts, ncluding an inside address




