BUSINESS LETTER - LAYOUT
	
	HEADED PAPER (SENDER’S COMPANY NAME, ADDRESS, CONTACT DETAILS)

	15 September 2016
	DATE


	Mr George Clanton
Purchasing Manager
XYZ company
16 Sydney Road
Port Macquarie 2444
New South Wales

	RECEIVER’S NAME, POSITION, ADDRESS

	Dear Mr Clanton
	SALUTATION LINE

	Your order cc/445/2010/KK
	SUBJECT LINE


	Paragraph 1 (introduction)
…………………………………………………
Paragraph 2 (development)
………………………………………………..
Paragraph 3 (conclusion and reference to future action)
…………………………………………………

	BODY

	Yours sincerely

Mary Poppins

Mary Poppins (Mrs)
Finance Director
	COMPLIMENTARY CLOSE

Handwritten signature

PRINTED NAME AND POSITION OF THE SENDER







BUSINESS LETTER – LAYOUT

1. Use fully blocked style (all lines should start against the same left margin (no indentations for new paragraphs).
2. Use open punctuation (no commas in dates, addresses, after salutation line or complimentary close).
3. Leave space between paragraphs for clarity.
BUSINESS LETTER – STYLE
Formal → Neutral/Standard
The style of a business letter should be careful and accurate. Grammatical correctness is absolutely required. The choice of vocabulary should be made with care, language should be more elevated than in ordinary, conversational style. Sentences tend to be longer and more complex. However, it is also important not to use pretentious, old-fashioned, trite expressions or too complex sentence structures, because effective business communication requires ideas to be presented clearly.
 Features of formal-neutral style
· No contracted forms 
	 do not
	 don’t 


· No abbreviated forms 
	 advertisement
 thank you
	 advert
 thanks 


· Introductory phrases before main point
	 I am afraid that…
 I was wondering if …


· Polite and courteous phrases
	 I would be grateful if you could…


· Conventional, standard expressions
	 I am looking forward to your reply.


· More frequent use of passive voice
	 Discount is usually granted on…


· More frequent use of It +passive
	 It was suggested that…


· Words of Latin and Greek origin 
	 receive
 repair
	 get
 fix


· No phrasal verbs or colloquial or slang expressions
	 fasten 
 recover
	 do up
 be back on your feet



BUSINESS LETTER – OPENING AND CLOSING

1. Salutation line and complimentary close
When you know the recipient's name: 
Dear Mr/Mrs/Miss/Ms Emmerson ... Yours sincerely 
When the recipient's name is unknown to you: 
Dear Sir ... Yours faithfully 
Dear Madam ... Yours faithfully 
Dear Sir or Madam // Dear Sir/Madam ... Yours faithfully 
Addressing whole departments: 
Dear Sirs ... Yours faithfully 
     VERY IMPORTANT! (use Ms for women unless asked to use Mrs or Miss) 
When addressing a good friend or colleague: 
Dear Jack ... Best wishes/Best regards 
2. [bookmark: opening]Opening lines 
Why do we need an opening line in a business letter or formal email?
· to make reference to previous correspondence
· to say how you found the recipient's name/address 
· to say why you are writing to the recipient.
Sample Opening Lines: 
· With reference to your letter of 8 June, I ...
· I am writing to enquire about ... 
· After having seen your advertisement in ... , I would like to ... 
· After having received your address from ... , I ...
· I received your address from ... and would like ...
· We/I recently wrote to you about ... 
· Thank you for your letter of 15 June. 
· Thank you for your letter regarding ... 
· Thank you for your letter/e-mail about ... 
· In reply to your letter of 8 May, ... 
· With reference to your letter dated…
3. [bookmark: closing]Closing lines
Why do we need a closing line in a business letter or email? 
· to make a reference to a future event
· to repeat an apology
· to offer help
Sample Closing Lines: 
· If you require any further information, feel free to contact me.
· I look forward to your reply. 
· I look forward to hearing from you. 
· I look forward to seeing you.
· We look forward to a successful working relationship in the future.
· If  you need any further information, please do not hesitate to contact me. 
· Once again, I apologize for any inconvenience. 
· We hope that we may continue to rely on your valued custom.
· [bookmark: dear]I would appreciate your immediate attention to this matter.




























BUSINESS email - LAYOUT



	To: a.smith@gmail.com
From:a.kowalska@gmail.com
Date:   13 August 2024
Subject: Layout
	Email address of the recipient 
Your email address
Date
Subject


	
	

	Dear Mr Smith
	SALUTATION LINE

	Your order cc/445/2010/KK
	SUBJECT LINE


	Paragraph 1 (introduction)
…………………………………………………
Paragraph 2 (development)
………………………………………………..
Paragraph 3 (conclusion and reference to future action)
…………………………………………………

	BODY

	Yours sincerely

Anna Kowalska (Mrs)
Finance Director
	COMPLIMENTARY CLOSE

PRINTED NAME AND POSITION OF THE SENDER





