PLANNING TO WRITE A BUSINESS LETTER
A business letter should be clear and concise. By taking time to plan your letter, you will save time in the writing and
proofreading stages. Business English for.

It's important to include the recipient's name. Writing that is too formal can alienate readers, and an attempt to
be overly casual may come across as insincere or unprofessional. If you're not sure who will receive the cover
letter and business plan, call the bank and ask. Check your spelling When writing a business letter, perfect
spelling is essential. At the first phase of writing a letter, the writer must have a sell thought plan of what to
write, when to write, whom to write, how to write and where to write. In primary drafting the writer can start
writing his letter from any part or point and can rub or rewrite as many times as he wishes. If you are
submitting your business letter to a very conservative organization, it is best to use the traditional Times New
Roman 12 point font. Explanation: Its is used to express possession. Do I require a response? Double check
details rather than relying on your memory. Use appropriate vocabulary for the type of letter you are writing
Depending on the type of business letter you are writing, you can choose to use some of the sentences and
phrases suggested below. Gathering information: The writer of a letter is to collect necessary information that
is accurate and relevant. Refer the reader to your enclosed resume. Focus and specificity Business writing
should be clear and concise. She can contact me by email or phone. Check your punctuation It is so difficult to
focus on different types of mistakes all at onceâ€”spelling, grammar and punctuation. When sending typed
letters, leave two spaces before and after your written signature. Explanation: If you are not sure whether to
use a comma or not, try splitting the sentence into smaller bits: We tried emailing them. Type the date the
letter is being written. Indirect Approach: Indirect approach is used when it requires presenting unfavorable or
unpleasant news in the letter. Business Letter Layout Example. In the first paragraph, explain the purpose of
your letter e. Take care, however, that your document does not turn out as an endless series of short, choppy
sentences. Think about your purpose and what requirements are mentioned or implied in the description of the
task. Instead, use complete sentences, watching out for comma splices where two complete sentences are
joined by a comma. Correct: We tried emailing them, but there was no reply. On the next line, type your email
address. In this approach, some pleasant, amiable and humorous statement come first and the bad news is then
introduced with necessary explanation. Direct Approach: In direct approach, the main point or the main news
comes first at the beginning of the letter and other information come letter. Application letter checklist:
Identify the job by title and let the recipient know how you heard about it. Indirect approach is also used in
case of persuading the readers. A style between these two extremes is appropriate for the majority of memos,
emails, and letters. I feel entitled to a refund. Things Needed Computer with word processing software Tips
Most business letters are one page long or less. A business letter has different elements or parts depending on
the style of the letter. Single space your letter and leave a space between each paragraph. Another useful thing
to do, especially if you are writing a cover letter or if you are trying to impress your reader, is to consider
whether they use American or British spelling. We would be very pleased to have you stay on for another
year. In such documents, it is perfectly appropriate to refer to yourself as I and to the reader as you.

