
HOW SHOULD I WRITE A BUSINESS LETTER

Need to write a polished, professional letter? Most business letters follow an established, easy-to-learn format that you
can adapt to any type of content.

You may want to highlight key words to make them "pop" - this technique is possible with most
word-processing programs and your color multifunction printer. Essentials of the personal business letter
formatting You should remember that personal business letters require official style and formatting. Salutation
The salutation you will use depends on the title of your addressee, your familiarity with them, and also the
context of the letter. However, if you are using letterhead, the letterhead may be in a different font style. If you
know the person well, you can use just the first name. However, if you are using letterhead, the letterhead may
be in different font size and style. October 28,  For more ideas, you can check out our cover letter templates.
Dear Mary, Use when writing to a named female. If you have a connection to the reader - you've met before or
have a mutual colleague, for example - mention it in your introductory paragraph. Also, make sure to include
their title â€” such as Dr. Remember that leaving mistakes unattended is the worst you can do. Select the type
you want to emphasize, then click the Highlight button. Consider the following examples: After carefully
reviewing this proposal, we have decided to prioritize other projects this quarter. Sample 1. Make sure to use
one font only. Avoid generalizations, metaphors, figures of speech, or anything that your addressee might
misinterpret. Left justify your letter against the left margin. This gives your professional letter an uncluttered
look. Letter Text Business letter text should be clean and readable. For authoritative advice about all the
variations, we highly recommend The Gregg Reference Manual, 9th ed. Say you're creating a report that
compares your organization's performance against that of your competitor. What if you are the head of the
Global Finance Team? It would shift the emphasis away from the subject to the object, and, in some cases, this
means removing responsibility as well. It's important that all the business letters you write are properly
formatted and professional in appearance. Business letters: where to begin Reread the description of your task
for example, the advertisement of a job opening, instructions for a proposal submission, or assignment prompt
for a course. The letter of application is a sales letter in which you market your skills, abilities, and
knowledge. Begin with the name of the addressee on the first line. Avoid writing your letter in one large block
of text. If you are familiar with the addressee, then use their first name unless they have specifically asked you
otherwise. When it comes to salutations, it is always better to err on the side of caution and be polite as
possible.


