
WRITING A GOOD BUSINESS LETTER

Learn how to write and format a business letter to convey important information in a professional way using tips and a
business letter template from Xerox.

If there are industry- or field-specific concepts or terminology that are relevant to the task at hand, use them in
a manner that will convey your competence and experience. What if you are the head of the Global Finance
Team? Close the letter appropriately, depending on the salutation you used at the beginning: Dear Ms. So,
avoid phrases like "we feel" and use "we believe" or "we think" instead. Business writing strives to be crisp
and succinct rather than evocative or creative; it stresses specificity and accuracy. Here are some examples:
Dear Ms. Business Letters What this handout is about This handout will help you write business letters
required in many different situations, from applying for a job to requesting or delivering information. The
most common font is Times New Roman 12, but Arial also works just fine. For more tips for your small
business, check out our Small Business Insights. Download the business letter template compatible with
Google Docs and Word Online or see below for more examples. Business writing varies from the
conversational style often found in email messages to the more formal, legalistic style found in contracts. I
feel entitled to a refund. Word can automatically color your company's name every time it appears, making
those entries easy to locate. That might explain why so many people come to my writing help Web sites
looking for help with their business letter writing. Whenever you are in doubt, have another look at the eight
steps above, and keep on writing! The writer is not applying for a specific job opening but describes the
position he seeks. Explain why you are writing in your first paragraph, Provide more specifics in the next
paragraph, and Use your closing paragraph to reiterate your reason for writing Thank the recipient for reading,
and possibly mention follow-up plans Below, you'll find a list of business letter examples for a variety of
employment and business-related correspondence, as well as tips for how to write an appropriate and effective
business letter. In such cases, use the main letter as a cover letter that lists and briefly explains and references
the attached or enclosed documents. We use the present continuous with temporary actions. Eliminate
Redundant Words And Phrases There are certain words and phrases that one often sees in business
correspondence that tend to make the language more complicated and cumbersome than necessary. Whether
you think your reader will agree with the point of your letter or not, it is important to find common ground and
build your case from there. In most cases, the business letter will be the first impression that you make on
someone. Hello guys, Use when writing to a group of people you know very well. Explanation: Your is used
to express possession. Explanation: Exclamation marks and emoticons make your writing rather informal, so
you should avoid them when writing business letters. Check your punctuation It is so difficult to focus on
different types of mistakes all at onceâ€”spelling, grammar and punctuation. Of course, the safest route is to
learn the rules and practice them as much as possible. If possible, use spell check to make sure your spelling is
correct. While the examples that are discussed specifically are the application letter and cover letter, this
handout also highlights strategies for effective business writing in general. Hi, Use when writing to one or
more people you know very well. Organize your information logically: Group related information into
separate paragraphs. Letters of complaint: I am writing to complain aboutâ€¦ I am writing to draw your
attention toâ€¦ I recently purchased â€¦ from your company. Dear Jane: If you know the recipient quite well
and call each other by your first names. To save your reader time and to call attention to your strengths as a
candidate, state your objective directly at the beginning of the letter. I would appreciate it if you could replace
the product. Relegate Technical Details To Attachments Often it is necessary to include detailed technical
information as part of a business letter package. Select the type you want to emphasize, then click the
Highlight button. The second version provides the information in a simple and direct manner.


