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Business Letter

To write a letter you need to have a reason for writing it. A few instances may involve, confirming and referring to something, agreeing to request(s), passing on bad news, or passing on and enclosing documents. Below an example of such a letter has been given.

Example,

Dear Sir/ Madam 

A letter with such a beginning tends to be used if the person the letter is addressed to is not known, to assist your own standing do some research and address the letter with their name.

Dear Mr, Ms, or Mrs Smith

Use the addressed person’s surname.

Ref: our product, dated 23-4-04

Refer to the matter you would like to discuss.

Reason for writing

The reason for writing may be to: request, enquire about, apologise for, or confirm. Use this if the above reference does not totally assist. 

Enclosing documents

You may be enclosing documents, if so say so.

Closing remarks

Thank you for your help, please contact us again if we can help in any way. If you have any further problems, or have any questions, please do not hesitate to contact us.

Refer to future contact

I look forward to speaking to you again. I have arranged for us to meet and discuss on Tuesday.

Yours sincerely

To be used if you know the addressed person’s name.

Yours faithfully

To be used only when the addressed persons name is not known.

An example of such a letter,

University of Liverpool

Central Park

Liverpool

L5 3SP

12 October 05

Dr May Bee

Structural Engineer

Javelin Close

Manchester

M4 7MD

Dear Dr Bee

Re: paper, dated 23-5-04.

I am writing to congratulate you on the said paper. To the extent that my colleagues would like to again put it forward to be published.

We agree with your proposal for further funding. As a result we would like to send you our projected costs. Please find enclosed.

If there are any further questions please do not hesitate to contact us.

Yours sincerely

Dr Kan Not Kook

Lecturer
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