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Formal Business Letter

David Johns

ABC Company.
1234 - 123 Street
New York, NY o1218

Jam 25, 2021

Sarah

XYZ Company Inc.
6789 - 789 Street
New York, NY 04851

Re: Updated Billing Frequency
Dear Ms. Sarah, -

I am writing to inform you of our new pricing model effective February 1,
zoz1, On the first of February, we will be switching from an annual
billing cycle to a quarterly billing cycle and this letter contains important
information that may impact your organization,

After conducting extensive research and receiving feedback from our
customers, we have determined that most customers strongly prefer a
quarterly billing cycle rather than an annual one. In order to best suit
your needs, we have decided to offer this benefit, which will take effect
on February 1, 2021,

This letter is simply to notify you of the upcoming changes, and no
immediate action is required from you at this time. We thank you for
your continued business.

Sincerely,

David Johns
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How to write a business letter in English is an essential skill that can greatly influence your professional
communication. Whether you are applying for a job, addressing a complaint, or reaching out for a business
proposal, the ability to write clearly and effectively is crucial. This article will guide you through the
process of crafting a professional business letter, from understanding its structure to choosing the right tone

and style.



Understanding the Purpose of a Business Letter

Business letters serve a variety of purposes, and understanding these can help you tailor your message.

Here are some common reasons for writing a business letter:

1. Formal Communication: To convey important information in a professional context.
2. Documentation: To provide a written record of communications and agreements.

3. Requests: To ask for information, assistance, or a favor.

4. Complaints and Resolutions: To address issues and seek solutions.

5. Proposals and Offers: To present business ideas or opportunities to potential partners or clients.

Components of a Business Letter

A business letter typically consists of several key components. Each part has its specific role in conveying

your message effectively.

1. Sender’s Address

The sender’s address is placed at the top of the letter and usually includes:
- Your name

- Your title (if applicable)

- Your company’s name (if applicable)

- Your address

- Your phone number

- Your email address

It is essential to ensure that this information is accurate and up to date.

2. Date

The date should be written in a formal style, typically using the format:
- Month Day, Year (e.g., October 10, 2023)

The date provides context for your letter and is important for record-keeping.



3. Recipient’s Address

Similar to the sender’s address, the recipient’s address should include:
- Recipient’s name

- Recipient’s title (if applicable)

- Company’s name (if applicable)

- Address

Make sure to spell the recipient’s name correctly and use the appropriate title (Mr., Ms., Dr., etc.).

4. Salutation

The salutation opens your letter and sets the tone. Common salutations include:

- Dear [Name]|,
- To Whom It May Concern, (use this only if you do not know the recipient’s name)

- Dear [Title] [Last Name], (e.g., Dear Dr. Smith,)

It is advisable to use a colon (:) after the salutation in formal letters.

5. Body of the Letter

The body is where you communicate your message. It can be divided into several paragraphs:
- Introduction: State the purpose of your letter briefly.

- Main Content: Provide details, supporting information, and any necessary context.

- Conclusion: Summarize your message and suggest any required actions or responses.

6. Closing

The closing is a polite way to end your letter. Common closings include:
- Sincerely,
- Best regards,

- Yours faithfully, (use this if you started with "Dear Sir/Madam")

After the closing, leave a few lines for your signature and then type your name.



7. Enclosures and CC (Carbon Copy)

If you are including additional documents, indicate this with the word "Enclosure" below your signature. If

you are sending a copy to someone else, list their names and titles with "CC:" before the names.

Choosing the Right Tone and Style

The tone and style of your business letter should reflect professionalism and respect. Here are some tips to

achieve the right tone:

1. Be Clear and Concise

- Use straightforward language.
- Avoid jargon, unless you are sure the recipient will understand.

- Get to the point quickly, ideally within the first paragraph.

2. Maintain Professionalism

- Use a formal tone.
- Avoid slang and overly casual phrases.

- Keep your language polite and respectful.

3. Tailor Your Message

- Consider the recipient’s position and relationship with you.

- Adjust your level of formality based on your familiarity with the recipient.

4. Be Positive and Constructive

- If addressing a complaint or issue, focus on solutions rather than problems.

- Use positive language to foster goodwill.



Formatting Your Business Letter

The appearance of your business letter is as important as its content. Proper formatting enhances readability

and professionalism.

1. Margins and Spacing

- Use standard margins (1 inch on all sides).

- Single-space your letter, leaving a double space between paragraphs.

2. Font and Size

- Choose a professional font (e.g., Times New Roman, Arial).

- Use a size between 10 and 12 points for readability.

3. Justification

- Use left alignment for a clean, organized look.

- Avoid justified text as it can create uneven spacing.

Common Types of Business Letters

There are various types of business letters, each serving a specific purpose. Here are a few common

examples:

1. Job Application Letters

- Introduce yourself and explain why you are applying for the position.
- Highlight relevant skills and experiences.

- Request an interview or further discussion.



2. Complaint Letters

- Clearly state the issue you are facing.
- Provide details and any supporting evidence.

- Request a solution or response from the recipient.

3. Thank You Letters

- Express gratitude for a specific action or favor.
- Mention the impact of the recipient’s assistance.

- Offer to reciprocate or assist in the future.

4. Proposal Letters

- Introduce the proposal and its significance.
- Detail the benefits and potential outcomes.

- Invite further discussion or a meeting.

Proofreading and Editing

Always proofread your business letter before sending it. Here are some steps to ensure your letter is error-

free:

1. Read Aloud: Hearing the words can help you catch mistakes.

2. Check for Spelling and Grammar: Use tools like spell check, but also manually review for context-specific
issues.

3. Verify Names and Titles: Ensure all names, titles, and contact information are correct.

4. Get a Second Opinion: If possible, have someone else review your letter for clarity and professionalism.

Conclusion

In conclusion, how to write a business letter in English involves understanding its structure, choosing the
right tone, and paying attention to details. By following the guidelines outlined in this article, you can
create effective business letters that communicate your message clearly and professionally. Practice is key,

so don’t hesitate to write and revise until you feel confident in your skills. Whether you’re reaching out to



a colleague, potential client, or employer, your ability to write a polished business letter will enhance your

communication and professional relationships.

Frequently Asked Questions

What is the basic structure of a business letter in English?

A business letter typically includes the sender's address, date, recipient's address, salutation, body, closing,

and signature.

How should I start a business letter?

Begin with a formal salutation such as 'Dear [Recipient's Name| or "To Whom It May Concern' if the

recipient's name is unknown.

What tone should I use in a business letter?

The tone should be formal and professional, avoiding colloquial language and ensuring clarity and respect.

How do I format the body of a business letter?

The body should be divided into paragraphs: an introduction, a main section outlining the purpose, and a

conclusion or call to action.

What is the importance of a subject line in a business letter?

A subject line helps the recipient quickly understand the purpose of the letter, making it easier to

prioritize their reading.

Should I use bullet points in a business letter?

Yes, bullet points can be used to enhance readability, especially when listing items or key points.

How should I end a business letter?

End with a formal closing, such as 'Sincerely’ or 'Best regards', followed by your signature and printed

name.

Is it necessary to proofread a business letter?

Absolutely! Proofreading ensures there are no spelling or grammatical errors, which helps maintain

professionalism.
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Master the art of professional communication! Discover how to write a business letter in English
with our step-by-step guide. Learn more now!
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