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Business Letter Writingl [0 [0 1.2.2 The Structure of Business Letterst] (1 [1 1.2.3 The Formats of a Business Letter[] []
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[0 O Business letter is the most frequently used form of communication. It is very important inthe business world.
Business executives are supposed to write good business letters as to carryout business routine efficiently. If a
businessman is unable to write an effective business letter,it is very difficult to represent himself positively, which
may cause some problems in doingbusiness.[J (I All business letters have two main functions. One is to ask for and
give a reply to anenquiry, offer, order or complaint. The other one is to keep a record of all the important factsfor
ready reference. An effective business letter will say what the writer wants it to say clearlyand simply. It should be
precise, straightforward, relevant and action-centered. It should also bewritten in a friendly, formal style using plain
language. Thus, in order to communicateeffectively, you should ensure that the letters portray you as approachable,
caring, effective andprofessional. In addition, you should be very familiar with the established layout and practiceof
business letters. There are three styles of business communication: the full blocked style, theindented style and the
semi-blocked style. The fully-blocked style with open punctuation is themost popular method of display for
business letters, because it is considered to be businesslike,simple and professional.
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