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Professional letters writing in
workplace
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A business or professional letter is a letter written in formal
language, usually used when writing from one business
organization to another, or for correspondence between such
organizations and their customers, clients and other external
parties. The overall style of letter will depend on the relationship
between the parties concerned.
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Letters remain hugely important in our everyday lives. People

still feel the need to have something confirmed in writing and a
letter can add the all important personal touch.
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Laying out o
Documents In Logical Segquence \
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The way that you lay out your document can help or hinder
your reader’s understanding. A poorly laid out communication
will usually be difficult to follow, but by giving a little thought to

its appearance, even if the basic words and structures are the
same, you can actually make it easier to read.
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Poor layout can also reflect badly on you. Although business
communication is generally becoming more informal, there are

still certain right way of doing things; if you do not follow them

your work will look slipshod and unprofessional 1o others.
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How to Format a Business Letter  \
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Letters are perhaps the most important communications
to get right because they officially represent your company or

organisation to the outside world. Sioppy work reflects badly not
only on you, but on the orgarnsation you represent.
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You write most business letters with the intention of getting
the reader to respond. Write your business letters with a clear
purpose, making those letters error-free, friendly, and pertinent.

All business correspondence should be on company letterhead,
and the form of the rest of a business letter is standardized.
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Before you begin writing a business letter ask yourself:
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Why am | writing this letter — what has led up to it?
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What do | hope to get out of it (my maximum aims)?
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What do you expect to get out of it (my realistic aims}?
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What is the best way to achieve this?
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(1) Form
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Business Letter Format

1. Return Address Line 1

Return Address Line 2
2. Date (Month Day, Year)

3. Mr./Mrs./Ms./Dr.

Full name of recipient.

Title/Position of Recipient.

Company Name

Address Line 1

Address Line 2

4. Dear Ms./Mrs./Mr. Last
Name

5. Subject: Title of Subject
Body Paragraph 1
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Body Paragraph 3 ... ... .| cccciiiiiiinnins 3@uundt 3 s
it 0 0 sasasmeposasie -6
7. Closing (Sincerely...), e palndl) aslaal -7
8. Signature 35l - 8
9. Your Name (Printed)| i@l (ggsta o) vl -9
Your Title ol
10, Enclosures (2) 2alill =slaa 11— 10
11. Typist Initials. AoVl gyl pullall xS
5

The Elemenis of a Business Letter
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All business letters have the following elements: see form “1”

1. Your Address
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The return address of the sender of the letter so the recipient
can easily find out where to send a reply to. Skip a line between
your address and the date. (Not needed if the letter is printed on
paper with the company letterhead already on it.)

2. Date
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Put the date on which the letter was written in the format
Month Day Year i.e. August 30, 2009. Skip a line between the
date and the inside address {some people skip 3 or 4 lines after
the date).

3. Inside Address ‘:,J'ala.ﬂ Jiguzdl 3
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The address of the person you are writing to along with the
name of the recipient, their titte and company name, if you are
not sure who the letter shouid be addressed to either leave it

blank, but try to putin a title, i.e. "Director of Human Resources”.
Skip a line between the date and the salutation '

4. Salutation bt | o 4

e Siere e @l sl /3 sl faiY ($5ue) Seie
djﬂﬁwlﬁuwm_ﬂ TO LU SUE I N (e ) aylal
(64443.31&_9.@_9“ ).la.a.u_gi.ur_dlhﬁ_}i).[nud)gld_mnﬂ ._L..:Jg«.:.!o.n.n.\gan_g:.‘a.:-y
o last!
Dear Ms./Mrs./Mr. Last Name:, Dear Director of Department
Name: or To Whom It May Concern: if recipient's name is
unknown. Note that there is a colon after the salutation. Skip a
fine between the salutation and the subject line or body.

5. Subject Line (optional) (syluial) gouaqudl o 5
bl §oings duabe b @lival) Al Aggu 8T 0¥l Jany
Makes it easier for the recipient to find out what the letter is
about. Skip a line between the subject line and the body.
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6. Body PUTEY | J
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The body is where you write the content of the letter; the

paragraphs should be single spaced with a skipped line between

each paragraph. Skip a line between the end of the body and the
closing.

7. Closing aniladl . 7
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Let's the reader know that you are finished with your letter;
usually ends with Sincerely, Sincerely yours, Thank you, and
so on. Note that there is a comma after the end of the closing
and only the first word in the closing is capitalized. Skip 34- lines
between the closing and the printed name, so that there Is room
for the signature.

8. Signature gaiguidl e 8
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Your signature will go in this section, usually signed in black or
blue ink with a pen.

9. Printed Name soadas i
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The printed version of your name, and if desired you can put
your title or position on the line underneath it. Skip a line between
the printed name and the enclosure.

10. Enclosure anleall Slispall 10
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If letter contains other document other than the letter itself your
letter will include the word "Enclosure.” If there is more than one

you would type, "Enclosures (#)" with the # being the number of
other documents enclosed that doesn't include the letter itself.
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‘11. Reference Initials
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AG/gs or AG.gs _Jui
If someone other than yourself typed the letter you will inc-lude

your initials in capitai letters followed by the typist's initials in

lower case in the following format; AG/gs or AG:gs.
ol @3 5 o s sl oy

Letter Lavout and Punctuation \
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There are three main ways of setting out your letter, and two

stytes of punctuation. The ways of setting it out are:
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The fully displayed or indented style.
WS S8 2 s yaal sl
* The blocked style
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* The semi-blocked style.
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The two styles of punctuation are:
JalSH @iyt ®
* Full punctuation.
* Open punctuation.
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In the fully displayed style, the first line of each paragraph is
indented. The date usually appears on the right-hand side of the
page. An example of this style is shown in Form (2). This is the

traditional way of setting out a letter but it is now very rarely used
and has a rather old-fashioned look.
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The blocked style is the most common format nowadays. In
this format everything, from the date to the signature, is ranged
on the left-hand margin. There is no indenting; new paragraphs
are identified by leaving a line space. Form (3) is an example of
this style. It is popular because it is quicker. No time-consuming
layout is required - everything starts at one margin.

(2) pagus
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Form (2)

A letter set out in fully displayed format, with full punctuation.

/ Council Offices Distoh
Road Corfield Somerset
TA456BN

Tel. {01732) 68832
23 November 2009

Mr James Baker, Managing Director,
Corfield Cleaning Services, 68 King Street,
Corfield,

TA452Ve.

Dear Mr Baker,

When you won the contract for the cleaning of all council
premises, we drew up a very specific schedule of what was

Vequired in each building. /
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/ | regret to say that, in the few weeks that the contract has\
been in operation, your company does not appear to have
been sticking to that schedule as precisely as we would
wish. | enclose a list of shortcomings which our wardens
and caretakers have noticed over the last two weeks. As
you will see, the problems are not confined to one particular
building, which seems to indicate that there is some
misunderstanding over the interpretation of the contract,
rather than that one or two employees are not doing the job
thoroughly.

| am sure you will understand our concern that the service
you are offering is below the standard expected so soon
after the start of your contract. | would be grateful therefore
if you would look into the problem and let me know as soon
as possible what corrective action you propose to take.

Yours sincerely,

Patricia May
Director of Services /
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The semi-blocked format is very similar to the blocked.
However, the date is shown on the right-hand side, to make it
easier to see when looking for the letter in a filing system. Some
semi-blocked letters also place the complimentary close ('Yours
sincerely' or "Yours faithfully') in the centre of the page, to make
the letter look more attractive.
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Punctuation MHJ‘
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Fuli punctuation, as its name implies, means that ail punctuation
marks are shown. There is a comma at the end of each line of
the inside address except the last, which has a full stop; there are
commas after the salutation ('Dear Mr Brown') and after "Yours
sincerely’ or 'Yours faithfully'; and there are full stops between the
letters of abbreviations like V.A.T or M.B.E. form (2}, as welt as
being fully displayed, has full punctuation. Like the fully displayed
format, this style of punctuation is rarely used now.
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Open punctuation means that punctuation marks are kept
to a minimum. Although they are used in the body of the letter
through grammatical necessity, there are no punctuation marks
in the inside address, no commas after the salutation or the
complimentary close and no full stops between the letters of

abbreviation. Form (3), as well as being blocked, also has open
punctuation.

o g o Bt dven AP 148

e Sprrranave STTRGORE BN M AR



(3) adgu

JIS JSE 2 O paal welul 2 wllas
k)| @ dax 0 —zgiall @, ae

(4 Ui skt gt \

S b deaal ) (8 50 pe
llal tye Jand Ol slini 0585 By o pua¥l Lielaia ! 1 3,050
Udgae il agis 120.000 Collall jadl wllyie pw o
J}u Hn;m|mt_@m@u e e e BUI 2 (1) 2 Jias
! 331" 5 it crcans o of I agult e Lmint e i
SS9 Lal 2 e p g e 1,5 s il 000 g o) Seas o
S Lol gl Gt Uinen s 2 Lo IS o g Ll ) S0
alzd!

\ S /

149




Form (3)
A letter set out in blocked format, with open punctuation.

( JOHNSON BRYANT & CO \
ESTATE AGENTS
4 High Street
Lackingten
Tel. (01392) 43582
6 April 199X

Mr Keith Sargent
7 Laburnum Grove

Lackington
Dear Mr Sargent

Following our meeting yesterday, we would be delighted
to act for you in the sale of your house, at an asking price of
£120,000. Our com—mission is | per cent of the sale price,
payable on completion of the sale. Someone wilt call in the
next day or two to erect a 'For Sale' sign.

May | take this opportunity to thank you for placing your
house in our hands, and to assure you that we will do
everything we can to achieve a quick sale.

Yours sincerely

k Peter Johnson /
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The Salutation i |
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If you do not know who in the organisation might deal with
your letter, here are some guidelines to help you:
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1. If you are writing to a company, address your letter to the
Manager or the Managing Director.
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2. If you are writing to a club or a professional institution, address
it to the Secretary.
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3. If you are writing to a firm with a sole owner, address it to the
Proprietor.
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4. If you are writing to a local authority, address it to the Chief
Executive.
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5. f you are writing to a government department, address it to
the Minister or to the Permanent Secretary.
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6. If you are writing to a partnership (such as a firm of lawyers or
accountants)the strictly correct way to address them is Messrs,
as in Messrs Black and Green. However, since Messrs is the
plural of Mr and the partners are quite likely to be women, this
could give offence. It is therefore best to address your letter
to the Senior Partner. This also avoids any possible problems
with the salutation.
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