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BUSINESS COMMUNICATION (PART – 17) 

 

LETTER WRITING 

 

 

1. INTRODUCTION 

Hello students, welcome to the series on Business communication. 

Today we are going to study something about letter writing  
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and application writing.  
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In this we are  going to cover the importance of letters in 

correspondence and also the techniques of good correspondence and 

how letters can increase the business potential and what are the basic 

attributes of writing a good letter. Now let’s define what is a letter? A 

letter is a written 

 

 

  

 

or printed message address to a person or persons usually sent by post 

or a messenger. Letters are generally used for business communication 

in most of the organizations. Business cannot sustain without 

correspondence and business letters are an important part of the 

business systems, letters do convey meaning and messages to the 

people, they do connect people, they basically give the meaning to the 

relationships, they also solve the purpose of the basic issues regarding 

business.  
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Business letters are formal letters following specific formats, they have 

to be addressed in a sequential or in a legal way because letters are 

written documents, they are referred again and again for 

correspondence, so legal statement are genuinely given by letters. 

Letters cannot be taken lightly, it is a serious issue because most of 

the letters which you are using for business purposes 

 

  

are sent outside the organizations and once you send the letters, they 

are out of your control because whatever you have written is 

documented and stored.  

Now things while writing the letters, is very important. What do you 

have to consider while writing a letter, 

 Don’t give a misleading information 

 Be truthful about whatever you are writing 

 Give your identity 
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 Address in a correct way,  

 Try to state the facts, 

 Don’t be emotional but be professional,  

 Try to give punctuations  

 Make the letter devoid of the grammatical mistakes.  

Now let’s study what are the basic formats for writing a letter, here I 

have given you some points which the letter formats contains, 

 

 Letter heading,  

 Reference 

 Date  

 Receivers name  
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 Address 

 Salutation 

 Subject 

 Main body 

 Complementary note 

 Signature and  

 Senders name and organization. 

 

So these are the basic requirements to write a standardize and a 

formal and a professional letter. The optional parts of the letter would 

contain the attention line, 

 Identification line, 

 Enclosures  

 Carbon copies, 

 

See you have to write a letter in such a way that the letters are 

designed to the basic purpose of solving whatever complains or order 

or issue you want to state.  
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Letter is an important part of your statement in terms reflecting your 

personality and also reflecting the face of the company.  
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2. THE BASIC TYPES OF LETTER 

Now let’s study the basic types of letter, see the basic types of the 

letter are  

 Formal letter,  
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 Semi formal letters, 
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 Informal letters  
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 The form letters.  

 

 

Now let’s discuss what are formal letters? The formal letters are used 

for formal communication and for business purposes; they are 

professional letters which cannot be changed in terms of their format.  
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Semi formal letters are used for internal correspondence, they are 

basically formal letters but when you know the person, you can change 

the tone in an informal way. Informal letters are basically written to 

friends and relatives and the form letters, they are the pre printed 

form kind of letters where only a little filling up is done like 

application forms, administrative forms and the pre printed memos. 

Now the business letters do form an important part of correspondence, 

this is a written document 
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and a communication address to the person outside the organization. 

To carry a specific purpose for the business, these business letters can 

be application letter; can be complain letter, request letters, order 

letters or sales letters. 

Now let’s study what is an application? The application is written to an 

higher authority, may be, you want to apply for a job, you want to 

apply for something related to your personality or genuinely these 

applications are written to apply for the academic purposes or for the 

admissions in the organizations. May be you want to take admission in 

types of organization which may be related to academic purposes, may 

be for research purposes or for working employment, these kind of 

areas basically are covered by the application letters. 
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Complain letters - why do we write complain letters?  

 

Sometimes complain becomes important because you do have to 

genuinely convey the uneasiness which is happening in the 

organization, outside the organization, as a citizen, as a person, as an 

employee, as a colleague  you do have to write a complain letter. The 

complain letters must be written in a decent way, it’s not that we are 

fighting with people but it’s something that we have to solve a issue, 

the issues can be related to business, the issues can be related to the 

organizational policies, the issues can be related to work ethics or to 

the business problems, so complain letters are an important part of 

business systems. 
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Then is the request letter, why request letters are written? You want 

something to happen in the business, you want to change something in 

the business, you want to bring up a new innovation, you want to have 

some kind of increment for your salary, any kind of favour which you 

want from people, has to come in form of request. The request letters 

are genuinely those letters where you write in such a way that people 

do give you favours in a decent way.  

Order letters- The  order letters are an important part of the business 

because if you are doing business, you are in a process of buying and 

selling. When you are buying things, you have to place an order, the 

orders, which you give to the company have to be built up in such a 

way that each and every dimension and the specifications have to be 

clear, so order letter are, in fact more formal because here you are  

writing each and every parameter and you have to be very careful in 

designing these kinds of letters because if the order letters goes 

wrong, the kind of the delivery of the goods which you will get will be 

wrong. So when you write order letters, you have to be little more 

careful in terms of the measurement and the specifications which you 

are stating.  
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Sales letters are written  

 

 

so as to increase the sales potential of the company, you do write 

letters for promotional or campaigns or the kind of the offers or the 

discount, you want to give to the customers. 
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So these kinds of things do come in written form and they are given 

personally to the customers or they are sent to the customers in order 

to have better business potential, so these are the various types of 

letters which do help in conducting business in better way.  

 

3. THE BASIC PURPOSE FOR WRITING THE LETTER AND 

THE PLANNING PROCESS 

Now let’s study the basic purpose for writing the letter and the 

planning process which you do have to involve in taking up or shaping 

up a good letter. The basic purpose of writing a letter is to design a 

format which could communicate your purpose to the people or to the 

receiver. 
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This could be in terms like when you are writing the order letter, you 

have to specify the dimensions, when you are writing a kind of a 

confirmation letter, you have to give the status for which the person 

has been confirmed, whenever you are giving a good news, you have to 

write bright letters with good language or even if you are giving a bad 

language or a kind of a negative letter or a complain letter or a 

grievance letter, the language should be decent, the negatives 

wherever it is possible, try to convert into positive aspects. 
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Now the, basic plan how do we go for writing a letter would consider 

of the following aspects, first is try to make a plan, how do we make a 

plan? This is basically you define an issue, a problem or an opportunity 

on which your letter has to basically focus. After expressing your 

problem and the issue and the opportunity, try to design it in form of 

language, 

your abstract thoughts do have to come or have to be converted into 

words and these words have to be converted into ideas so that people 

can genuinely relate to you in form of emotions. Then is the planning 

step, the planning steps would involve functions of the writing in terms 

of being expressive, poetic or transactional. Then it would be like 

maybe you are informative or interrogative or you have a specific  
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function of building a goodwill or taking an action or then you have to 

consider the audiences as primary or secondary or you have to convey 

the main idea in terms of the ideas to be focused or it has to be 

diffused or the organization plan has to be directly told to the people 

or indirectly told to the people. The pattern in terms of time, space, 

and logic everything has to be considered.  

So I have given you these various parameters so as to just to force you 

to think in a way where genuinely letter writing is not only putting few 

words on a paper but it is something more than the words have to be 

basically converted into kind of emotional aspects which genuinely 

have to built up a kind of a interpersonal relationship with the people, 

so written communication is important in terms because it basically 

shapes the attitude and the profile of the personality.  

You are reflected, your soul is reflected and your basic attributes of 

your inner perceptions are reflected by the letters, so the checklist is 

important before you take up any kind of writing, your basic thinking 

process, your planning is important in terms to design a good letter. 
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4. THE BASIC FORMATS OF WRITING BUSINESS LETTERS 

Now let’s study the basic formats of writing business letters. There are 

various formats by which you can design letters, the formats could be 

the full block format,  
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 the semi block format, 
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the block format, 
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the modified block format,  
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the simplified format 
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and the memo format.  

 

 Let’s first study the full block format, now the full block format is like 

when all the things are written from the left margin and then the open 

punctuation is there, what do you mean by an open punctuation? Here 

we don’t put full stop or comas, genuinely we take the letters of the 

computer, start from the left margin and everything, right from the 

address to the salutation, to the body of the letter and to the last 

paragraph, you are not indenting any line, so this is the full block 

letter which you genuinely designing.  
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These are the most popular format used in the modern business 

scenario because this is the easiest way to design letters. 

 

 

 

Then is the semi block format, now this is little less formal and this is a 

kind of a style which was used previously, now also it is popular but 

now the most popular scheme or the most standardized scheme is the 

full block format but semi block formats are also in way and in 

practice, here it is basically you have indented paragraphs and the 

paragraphs do start by leaving a certain kind of margin from the main 

block. Here the date, complimentary and the salutation, everything is 

indented, the letter head when the address is given above is on the 

right hand side. Then is the semi block format in terms of the 

punctuations, now punctuations would be closed punctuation that is 

you have to put the comas and the full stop in the semi format.  
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Then come to the block format, we have studied the full block format, 

now we are studying the block format. In this you have the UN 

indented paragraphs, dates and complimentary lines are on the right 

side, reference line is genuinely with the date, inside address, subject 

and enclosures are of the left side of the margins. Now the modified 

block format would include the indented, double spacing, date, 

complimentary, closure and signature and open punctuation, open 

punctuation is that we don’t put the full stop and the comas. Now 

what is the difference between a semi block and a modified block 

format, the semi block format use punctuations while modified block 

format use open punctuations. In modified block format, the subject 

line is aligning to the left margin while semi block form, indention is 

used.  

 

5. THE BASIC CONCERNS FOR WRITING A GOOD LETTER 

Now let’s study the basic concerns for writing a good letter. The 

paragraph concern is important, the language is important, the 

emotional appeal is important, the feel and the sensing is important, 

try to increase the coherence of the letter, try to improve the word 

choice, words are important because they are the powerful and the 

important source of conveying the meaning to your statement.  

When you take the paragraph patterns, you have to genuinely decide 

what is the topic? Make specific assertion, use topic and sentences 

carefully, try to give body to your paragraph or when you have a 

coherence, coherence means genuinely a kind of weight or it is a kind 

of new information or it is related, coherent is something which is 

joint, it’s join together is the statement have to be taken from part to 

another like when you start stating something, you have to start from 

old to new or from less refined to more refined or from less modern to 

more modern. See a kind of a pattern has to come, you cannot state 

something like what happen in 1960’s, then you come what happens in 

1940’s, then go back to 1980’s, so this kind of genuinely a statement 

which genuinely relates to different era if it is not design in a proper 

sequence, then the letters will not be coherent.  
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So coherence is basically putting everything in sequence, if you are 

issuing something in terms of dates, try to design it in terms of 

evaluation, try to design things, how they have evolved in taking a 

better shape. So in this, basically you have to improve the choices in 

terms of the consistence. Try not to used empty words, try not to use 

UN necessary words and always try to use action verbs; these will give 

more meaning to your letter. The rhetoric style of writing is very 

popular in business concerns where your purpose has to be clear, your 

content has to be genuinely stated in terms of being specific, and your 

audience has to be genuinely decided who is the audience? Values are 

important in terms of reflection, values is basically your perceptions 

and for what you exist and then fitting in that is what you want to 

demonstrate as to genuinely fit into these kind of the statements you 

are taking. Now how to set a formal letter would be something like you 

given the address in the right side and then may be a letter head 

where you have putting a kind of the address on the company’s name 

on the letter head only.  

Then to whom you are writing, then is the address, now this is the first 

paragraph of my letter, it is short in formal, this introduces the letter, 

now come to the second part, the following paragraph is genuinely 

formally design, this will contain the purpose of the letter, this is the 

final paragraph, this will conclude with the thoughts and the fashions 

and the trends you want to associated with. Then you write your 

sincerely, put open punctuations or closed punctuations depending on 

your choice, leave two spaces and then is Mr Jones or Mr Shan, 

whatever you want to write.  
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Formal letters do contain a layout 

 

 in which the address and the issue become important. The format, the 

audience and the purpose has to be decided. They have to go with the 

purpose of the organization, they have to go with the purpose of the 

business, business letters cannot be personal, you have to be 

professional, don’t try to be too friendly with the audience, try to 

maintain a distance with the relationship because here the relationship 

even the person who is your friend informally has to be professional on 

the letter. So the basic purpose of writing a business letters is 

genuinely coming to the legal kind of a joining statement where both 

the parties do join together in form of a communication which 

genuinely solves a certain kind of purpose. Part of the business letter 

would genuinely define the date line, the inside address, the 

salutation, body, complementary lines, signature and the writers 

identification. 
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 Now whatever I am saying, I will show you on the basis of format, let 

see this diagram, here you will understand everything, this is genuinely 

first, we have shown you this beautiful diagram in which company’s 

name could be on the letter head, then this is the date, then this is 

the inside address, this is the salutation, the inside part is the body, 

here you have the complementary closing line, then you have the 

space, then is the writers identification and then again a space and the 

enclosure, on these arrows, side arrows, basically show you the 

margin.  

 

6. HOW TO WRITE APPLICATIONS 

Now let’s learn how to write applications. Applications are written for 

job or for an interview. Never try to personalize your application, try 

to know the job and then respond to the company, try to research the 

company on the website focus on the skills you have with you and try 

to match those skills with company’s profile. Never ask somebody else 

to write your application, try to specific and design the letter yourself 

because it is who you have to speak to the company so you have to use 

a high quality of genuinely paper quality and the size of the paper 

should be A4 or A8 1/2 * 11 inches and the margin genuinely have to be 

proper that is one inches on all sides. So applications are genuinely 

design in such a way that they connectivity the company’s profile.  

The applications are also followed by the follow ups. What is a follow 

up? This is the confirmation of an interview, thank you letter after the 

interview, feedback for the status of the application requesting for 

additional time to take a decision or an accepting an offer and turning 

down an offer. See wherever you have applied, now if the letter has 

been not responded, or your application has not been responded, you 

genuinely have to take up a follow up. Now the follow up would relate 

to the reference number to which you have previously retain the 

application and then genuinely have to state again why you won’t this 

job and how concern you are for the company, how it is important for 

you to get into the company.  
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So once you start following up may be after some time the company 

will respond to you, then thank you letter is important because after 

you get the response, you have gone for an interview, a kind of 

genuine acknowledgment is important, so even this is kind of formal 

letter where it is a kind of a practice to genuinely reply back to people 

in terms of return statements.  

Then it is if you are not able to join at proper time or you want some 

time for the interview to be postponed then you have to write a 

professional and a requesting letter like whatever your problems are 

and if you’re tied up with some kind of project. So you have to ask 

sometime for the company to suit your time to the schedule or even if 

you have got the letter from the company to join the job and you will 

join after 1 month but try to give acceptance letter in terms of 

confirmation. This acceptance letter will built up a positive 

relationship of you with the company.  

Then if you are not able to join because of some serious reasons or you 

are tied up with some other projects then try to state the reasons of 

not being associated with the company. These little practices of 

writing letters for issues which is genuinely post follow up are 

important because once you break a relationship with company, one 

this will carried to the other company also because we are connected 

to the people on phone calls. People do believe in complete 

relationships of saying yes or no to the company. It is important to say 

‘Yes’ but it is more important to say ‘No’. So when you are saying ‘No’ 

also this has to be stated and written consensus to the company. So 

these kinds of little things are important to make your life comfortable 

and to solve your some problems of being rude to the people. So these 

basic letters will put you in a better shape to design application and to 

be connected with the organisation.  

Now let’s see when you write an application for an academic purpose, 

you want to take an admission in an interview, you want to apply for 

research project or you want to apply for some organization where you 

have applied in terms of academics so what is the process how will 

your application will be accepted or what will be the total process the 

application has to pass through.  
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Let’s see in this diagram, first is you have submitted an application 

that is you have applied for the post or the project or the kind of the 

admission you want to the academic institute. Then the classification 

will be done by the people. Classification will be for subjects like it is 

for history, geography, science or maths, engineering, these kinds of 

classification will be done by the people. Then will be peer reviewed, 

the peer review will read all the application, put the comments, what 

is the status of a person in terms like are you related or complete the 

qualification you match with the kind of the requirements you have? 

Then you have review panel meeting, all these experts will meet and 

discuss these applications together.  

And then the decision by the research counsellor or the member of the 

board of the directors of the organisation or admission body will take 

up. After the approval of this body, the application will be accepted or 

rejected. So you can imagine how important it is to write an 

application in a correct way. Because it is peer reviewed goes to the 

board of directors, it basically passes through so many procedures or 

processes before acceptance or a rejection comes to you. Application 

is an important part of the systems to sustain, application is important 

part of connections, and applications are important part of applying.  

They have to be technical and professional because they connect you 

to the positions in the organisation. It is legal and it is duty of all the 

applicants to design correct applications, the art of application writing 

is unique and the art of applying is genuinely in details. It has to be 

simple, it has to be professional and it has to be concise. Applications 

do built up a relationship of person with the organization. The 

instructions for writing application are as follow, first is trying to the 

print the application clearly think about the answers before you write 

them, and then don’t write to indicate the specific salary you want, 

keep the information consistent, turn negatives into positive. Don’t 

leave blank spaces, don’t be unclear, don’t use correction flutes, and 

don’t write a script. What is an important part to write an application 

is try to make copies of the applications so that you are sending too 

many people in the organization and keeping the photo state of the 

application with yourself also.  
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So try to write them neatly and cleanly, whatever you putting it make 

sure that everything is suppose to be correct and everything which you 

have given in the application has to be genuinely legal and in terms 

confirming to your status. So these are the basic instructions when you 

design applications, the application if they are simple and they are 

appealing would genuinely give you connection to the organizations.  

 

 

7. THE DO’S AND DON’TS OF WRITNG A GOOD LETTER 

Now let’s study the do’s and don’ts of writing a good letter. 

 

 

See when you write a letter, try to use plain English, try to use active 

voice, try to use every day words and not technical words, try to 

present things in simple way, try to select the words of importance and 

try to select a strategy which is strong for the organization.  
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The don’t for writing a good letter would be don’t try to put humour in 

your letter, don’t try to drag and put over confidence in your letter, 

don’t try to teach people, don’t try to write strong words and don’t try 

to be rude in your letter. These things are important when you write a 

letter because each emotion or each feeling which you convey through 

the letter would genuinely put you in a better or a bad shape for the 

company profile. The letters genuinely have to be persuasive and 

meaningful; the letters do must have the ability to arouse attention, 

interest, desire and to take action. If your letter is related to these 

appeals, you will be basically able to design the purpose for the 

organization.  

When you have completed the letter, try to do a proof reading, what is 

proof reading, it is the editing of the letter, each word has to be read 

twice before you sent a letter outside the organization because you 

are playing with the brand of the company, you are already established 

in the market, genuinely if you are starting with a new company, you 

have to be more careful because this is the kind of the connection 

which you are going to built with the people. So the letter writing in 

terms of proof reading is important, it has to be checked for spell 

check, the grammar, for the kind of the margin, for the spacing and 

also the quality of the paper and the cover design is important. The 

quality has to be genuinely good because it basically reflect the 

character of the organization.  
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Any kind of mistake on the letter puts you at a lower edge,  

 

 

 

so before sending a letter, you have to be careful in terms of taking 

letter to better precise and concise way of writing. The seven C’s of 

writing a good letter are first is try to be clear, concise, correct, 

courteous, conversational, convincing and complete.  
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So these are the basic of letter writing, I have given you something 

about writing formal letters, how to write applications, the basic rules 

governing the ethics of writing the letter which is an important part of 

the business communication. 
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Letter writing genuinely is a part of communication in terms where it is 

design in terms to connect people and organizations.   

 

 

  

 

 

I hope the students must have understood the basics of letter writing, 

letter writing is important not only for businesses but for professional 

right also. A person, who cannot write a letter cannot do a job, cannot 

do a business, so letter writing is important for your survival because 

you are surviving in the world where you have to be connected with 

the society and with the organization. Any connection needs writing 

and writing needs formatting and formatting needs designing in term 

of letter, so genuinely I feel the students must have understood the 

basics of letter writing, thank you students.                

                            


