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Preface

This revised textbook-workbook, Writing Business Letters, now with more exercises and letter-models contains helpful and useful topics related to the production of letters, all arranged in 13 chapters beginning with the basics to the complex ones.

Generally, it aims to provide you a basic understanding of Filipino business communication, familiarize you with the techniques, strategies and forms of business letter writing used in the professional world, and prepare you to effectively communicate with confidence through business letters in the workplace.

It begins with the fundamentals of letter writing which include among other things the format, letter styles, font, envelope and stationery. It also discusses the basic process of writing. Topics covered include preparation, organization, drafting, and revision.

Three chapters reacquaint you with the agreement between the subject and the verb and between the pronoun and its antecedent, tenses of verbs and the principles of good writing which are necessary to produce united, coherent and emphatic messages.

One chapter is devoted to employment-related letters because your knowledge of these shall bring you closer to your future job endeavors. These are application letters, resume, curriculum vitae, and resignation letter.

Since all business letters are basically sales letters, another chapter is exclusively for sales letter for you to master the intricacies of writing business letters.

Another chapter outlines the different kinds of business letters to give you a glimpse of their contents and how they should be written.

Considering the importance of having the skill in writing other business communications, this book also dwells on memorandum, e-mail, indorsement, resolution and minutes. These chapters will make you use the skills previously attained for writing them correctly.

All chapters are followed by mind exercises which contain evaluative documents to gauge how far you have learned.

Hopefully, with this material, you will be able to master the basics of business letter writing, simplify the correspondence process, organize facts and ideas logically and effectively, use words more vividly and expressively and write clearly, concisely, persuasively and in a professional way.









Chapter 1
Introduction
Learning Targets

1. Importance of Business Writing Skills
2. Nature of Business Letters
3. Aims of Business Letters
4. Effective Business Letters
5. Letter Styles
6. Letter-Folding
7. Punctuation Styles

“The task of business writing cannot be evaded and should never be delegated.”

Importance of Business Writing Skills

It is a fact of life that not everyone can write good and effective business letters. However, the good news is that anyone can learn the tricks of the trade of business letter writing as long as the eagerness and interest to learn and improve are present as motivational forces.

In the world of professionals, one of the inevitable tasks that individuals perform is business letter writing. Be it in the realm of business, education, commerce, industry, public management or private sector, the writing of business letters plays a major role in the communication process among agencies and among individuals within those agencies. When you need a job, you write an application letter. 

When you want to inquire, you use a letter of inquiry. If you are not satisfied with a product or a service, you write a letter of complaint. When you need a capital, you utilize a letter of credit, and so on and so forth.

When you have developed the skill in writing, thus making yourself well-versed with the intricacies of business letter writing, you are unconsciously making a competitive edge over others, making yourself now an asset as you lead your life to the corporate world.

It is for this reason that as early as Grade VI or First Year High School, students should be taught the basics of business letter writing so that when they enter the world of work, they shall have already been accustomed to;
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When you have developed the skill in writing, thus making yourself well-versed with the intricacies of business letter writing, you are unconsciously making a competitive edge over others, making yourself now an asset as you lead your life to the corporate world.

It is for this reason that as early as Grade VI or First Year High School, students should be taught the basics of business letter writing so that when they enter the world of work, they shall have already been accustomed to them. They can actually start with the basic things about letters such as the format, margin, spacing and main parts, and as they progress, they can study the more complicated aspects of business letter writing.

Besides, while still in school, although they are not fully aware of it, students are already writing business letters in the form of excuse letters for their absences. Although it seems to be the easiest business letter, what students usually produce are letters of inferior quality, content and format wise.

How many times have we encountered excuse letters written in yellow paper, with no proper heading and inside address, and with poor structure and content? The number is indefinite. Hence, there is a must for students to be trained on this aspect as early as possible.




Nature of Business Letters

A letter is a written message sent to an individual or a group of people (Greene & Ripley, 1998). It may either be a business letter or a social letter. A business letter which is the main focus of this book is used to transact official business; hence, its tone and style should be formal and businesslike while a social letter is a friendly letter intended to convey personal messages to people close to the writer.

Aims of Business Letters

Essentially speaking, all business letters are classified as sales letters because no matter what the purpose is, you still sell something to the reader. This can be a service or an idea. Hence, selling here as implied by the word business does not only involve monetary considerations but also other factors such as explanations, friendship, goodwill, apologies, acceptance, refusal, suggestion, comments, complaint, invitation, proposal and others. More than these, they serve as a part of the company’s permanent records, written documents, and written contracts.

Effective Business Letters

A business letter is not effective if it is impersonal, longwinded and difficult to understand; when the writer utilizes overused, trite phrases and expressions and an over-formal approach; when one or more of the following elements considered essential for standard business letters are missing: heading, inside address, salutation, body (text), complimentary closing, and signature; and finally, when the layout, that is, its visual appeal and balance does not follow the standard one.

Typewritten Letters vs Handwritten Letters

Generally speaking, all business letters should be typewritten or encoded because they are easier to read and they give the letter an official and formal look. However, there are some companies and institutions which prefer handwritten letters specifically application letters because they can reveal an aspect of the personality of the writer.

[bookmark: _GoBack]Format

According to Dumont and Lannon (1985), format is the mechanical arrangement of words on the page: indentation, margins, spacing, typeface, headings, page numbering, and division of letter sections. It contributes to the readability and general appearance of the letter which attract the reader to pay attention to it. It also influences reader’s perception of the message.

There are actually four known formats for business letter writing. These are semi-block, full block, modified block and NOMA simplified letter styles. However, there are formats which are often used in sales letters for they attract the attention of the prospective customers. These are indented and hanging styles. Because a business letter is an effective way to communicate a message, its format should not be a combination of any of the styles. In other words, a letter should be any of the following to allow readers to grasp quickly information:

1. Full Block Style
Using this style, all parts of the entire letter are left justified. This is considered the most popular and easiest of all the styles because the encoder or the typist is no longer concerned with indentions, thus, saving time and effort; however, this style shows an imbalanced letter. The left side seems so full while the right part becomes barren.

2. Modified Block Style
In this type, the body of the letter is left justified. However, the date and complimentary close begin near the center going to the right margin. This gives a balanced look to the letter.

3. Semi-block Style
It is much like the modified block style except that each paragraph is indented instead of left justified. It is the most balanced of all styles.

4. Simplified Letter Style
This style popularized by the National Office Management Association (NOMA) omits the salutation and the complimentary close; however, it has a subject line written in capital letters. All lines are flushed at the left margin. But when there is a listing in the body, this is indented five spaces from the left margin except when the items are numbered or lettered. In the Philippines, this is seldom used. However, its use is encouraged.




