ENG1313 BUSINESS COMMUNICATION

TOPIC 4:

Business Letters .
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Understanding Business
Letters

2
“

o Types of business letters
e Parts of business letters

e The7C’s



Learning outcomes

Students will be able to identify common types of business
letters.

Students will be able to list and define the standard parts of a
business letter.

Students will be able to define each of the 7 C’s of effective
commuhnication.
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Definition

A business letter is a formal written
document used for professional
commuhnication between individuals,
organizations, or companies.

Tool to convey information, make requests,
provide responses, offer proposals, or
record transactions in a clear and official
manner.

Most business letters have a formal tone as
well as formal structure and format




Types of Business Letter

: . To confirm arrangements made between sender and
Confirmation Letter

recipient
Acknowledgement Letter To acknowledge receipt of a letter, order, or an item
Enquiry Letter To request information / price
Complaint Letter To criticize poor service or goods

Sales letter To sell goods and services




Parts of Business Letter <

g Letterhead

Date

Recipient address
Salutation

Body
Complimentary close
Signature

Writer’s identification



- Mr. Ross Micham
Letter headmg UlC Branch (WU-16J)

U.5. Environmental Protection Agency
77 West Jackson Boulevard
Chicago, 1L 60604-3590

e The heading at the top of a letter

e Consists of the name, address, telephone
and fax number of the company

e Shows where the letter comes from



February 16, 2024

e can write either
A. month /day/ year September 6, 2019
B. day /month/ year 6th September 2019

e Date in figures should be avoided



Bryce Emley
Zapier, Inc.

RECiPient address 548 Market St. #6241

San Francisco, CA 94104
290595 =8553

February 16, 2024

e Name, position and address of the Food Network

. 123 Flavor Way
person to whom you are writing Flavortown, USA 12345

Address
street name
city
state
zip code




Dear Guy Fieri,

Salutation

| hope this letter finds you well. My name is Bryce Emley, and | am writing on
behalf of Zapier. We are currently exploring opportunities to enhance our
team's culinary skills and are particularly interested in your renowned

cooking classes.

e The greeting of the letter

e Expression of courtesy

Dear Sir,
Dear Mr. Afiq,

Dear Dr. Narthini,



Bady . simple introduction and
dleelel el reason for writing
explain your reasons in
Second detail, provide
paragraph background information

e Write what you have to say to the
addressee

e Write in paragraphs that convey your

message clearly @
®

e | eave a space between each paragraphs

summarize your
reason

Last paragraph




First paragraph | am wrltlng to resign my Eusltmn as customer service
regresentatiue.

| have recently decided to go back to school as my
programme starts in early September. | am submitting my

resignation now so | can be as helpful as possible to you during
the transition.

Second paragraph

| would like to express my gratitude for your guidance while |

Last paragraph a5 considering about furthering my studies. Your support
has meant alot to me.



Complimentary close body

e This is short, polite and ends with a
comma

Yours sincerely,

Should you have any questions or issues please contact our support team at support @gravitypdf.com.

Yours faithfully,

Yours sincercly

\) )g/*u- With sincere appreciation,



Signature

/i
/ 9
Name Smdt /

e The writer's signature is handwritten on
the letter with black or blue ink



Writer's identification Jﬂd{.}'ﬂﬂﬂ
lack Jones
ABC Corporation

e The writer's name and address are |last
part of the letter.



Letter format



I. Semi- modified block style personal business letter
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2. Modified Block Style personal business letter

MODIFIED BLOCK FORMAT

Date line, APPLICATION LETTER

complimentary
closing and writer's
identification begin at
midpoint

Barhjeed; JTuhj=c



3. Block style personal business letter

All lines in the letter
begin at the left
margin (no tabbing or
indenting)
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| etter formats

Semiblock

Modified block

Block










Persuasive Letter

The purpose is to sell your idea to someone,
attempting to get them to do something they may not want to

do.

A persuasive letter aims to influence the reader's actions,
opinions, or decisions.




AIDA Formula

Classic copywriting framework used to structure persuasive messages,
including business letters.

i A - Attention

& |-Interest

‘ D - Desire

Y A - Action




I A - Attention

@ Goal: Capture the audience’s attention right away.

How: Use a powerful opening—this could be a headline, bold statement, or

question that directly addresses a problem, curiosity, or need.

. Example: “Tired of wasting money on advertising that doesn’t work?”



2 | - Interest

Goal: Maintain the reader’s attention by getting them interested in your message.

‘ How: Provide relevant information, benefits, or insights that connect with their

needs or pain points.

. Example: “Our platform helps small businesses increase their ad ROl by 40% in

the first month.”



‘ D - Desire

Goal: Create a strong desire for your product, service, or idea.

How: Highlight specific advantages, emotional appeals, success stories, or

transformations. Make them want the solution you're offering.

Example: “Imagine having a steady stream of qualified leads without lifting a

finger.”



Yy A - Action

' Goal: Encourage the reader to take a clear, specific next step.

How: Use a strong call to action (CTA) like “Buy now,” “Schedule a call,” or

“Download your free guide.”

Example: “Start your free trial today—no credit card required.”



Example Business Letter (AIDA)

Subject: Reduce Your Operating Costs by 20% With Our Energy Solutions

Attention:
Are rising energy costs affecting your bottom line?

Interest:

We specialize in helping companies like yours reduce operating expenses by upgrading to
efficient, eco-friendly energy systems. Our latest client saved over $25,000 in just six
months after implementing our customized solutions.

Desire:

Imagine reinvesting those savings into growing your core business. Our team handles
everything—from assessment to installation—so you can focus on what matters most. We
even offer financing options to make the switch seamless.

Action:

Let’s schedule a free consultation this week. Please call me at [Phone Number] or reply to
this email to choose a convenient time.

Looking forward to helping your business grow.



In short...

The AIDA formula helps structure persuasive communication by
leading the audience through a natural flow:
1. Grab their attention
2. Build their interest
3. Make them desire it

4. Prompt them to act

It’s widely used in advertising, sales, email marketing, business
letters, and landing pages.



7 c'S of communication

1. Clarity .




Clal‘it « Make sure the goal of your message reaches clearly to your reader.
Y Keep your message simple and easy to understand.

Completeness *Your writing should provide all the information your reader needs.

: _Keep tothe point and keep your message short and simple. Avoid
COV\CISE'\ESS °lengthy sentences.

Concreteness * Ensure that all the important details and facts are mentioned.

CO\“‘teSY . Your message should be polite, friendly, professional and open.

Col‘l‘éCtness . Make sure your message is accurate and grammatically correct.

C id tion: To consider the receiver's interest/intention
onsiaeration. 'Stepping into the shoes of others' - self-respect of the readersi is
maintained and their emotions are not harmed.



Do’'s and Dont’s

‘ Do’s ‘ Dont’s
1.Use plain english 1.Make grammar or usage errors
2.Write in active voice when possible 2.Use clichés or worn out phrases
3.Use short sentences when possible 3.Use obsolete and/or pompous language
4.Use everyday words and avoid technical because it "seems" more professional
jargon 4.Be too familiar with your audience
5.Use lists to present complex materials 5.Use humor unless you know what you are
6.Select the words you use very carefully doing
7.Use a strong organizational strategy 6.Preach
8.Use areader centered tone /.Brag

9.Use a business like, conversational tone



Proofread

ALWAYS proofread your letter before you print.
Don’t rely on spell check alone!

@ Itisalsogood tohave someone else proofread your work.



Task

In pairs, read the paragraph and identify how each of the 7 C’s is demonstrated. Upload your
answer in Google Classroom.

We sincerely apologize for the delay in delivering your recent order placed on May 10. The delay
was caused by an unexpected supply chain disruption, which we are actively resolving by
partnering with a new logistics provider. Your revised delivery date is May 25. We understand the
inconvenience this may have caused and appreciate your patience. If you have further questions
or need assistance, please contact our support team at support@shopfast.com or call 123-456-
7890. Thank you for choosing ShopFast — we remain committed to providing reliable and timely
service.

Clear - Is the message easy to understand?

Concise - Is the message free from unnecessary words?
Concrete - Are there specific details (e.g. dates, facts)?
Correct - Is grammar, spelling, and data accurate?
Coherent - Do the sentences flow logically?

Complete - Does the message include all necessary info?
Courteous - Is the tone polite and respectful?






