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Iroquois Ridge High School

Department of Business

The Business Letter

· It is still common for official written communication outside of an organisation.

· Creates a permanent ‘hard-copy’ record (for legal purposes).

· Looks more official and gives appearance of professionalism.

· The sections of a common business letter should follow this general outline:

1) Introduction:

a) Paragraph one should tell the reader why you’re writing.

2) The Body

a) The middle paragraphs should expand on the reasons for writing (as in #1) but provide specific details, or additional information.

3) The Conclusion (result/purpose of correspondence)

a) The last paragraph should provide direction for the reader OR request (or demand) action from the reader. 
· The letter is often printed on company letterhead, which should include all possible ways of communicating with the company. 

· The format for a business letter is quite specific.

WAT Web Authoring for Today 

1100 Yonge Street

Toronto, Ontario   L9Y 2T4

Telephone:  416-922-5784

Fax: 416-922-5785


2002-09-26 


Mr. J. Simpson, President

RMC Webmaster Corporation

123 Ridge Road

Toronto, ON

L8P 2X5

Dear Mr. Simpson

Thank you for your recent letter requesting information about our company.  We are sending you, under separate copy, an introductory package of information that explains the services our company offers.

Many organisations, such as yourself, now have a presence on the World Wide Web. As a company interested in entering into the virtual market, we have the following advice, which you will find in our introductory package coming to you:


· Plan your site before you begin.

· Consider the objective or goal of your site.

· What information will your site contain?

· Who is your target audience?

· Consider graphics and sound.

· Consider the ease of navigation.

The consultants at Web Authoring for Today are available 24-hours a day, 7 days a week, to assist with the production of your site. We look forward to the opportunity to work with you.

Sincerely


[Your Name]

President [any titles or degrees]

Name of your firm should stand out.





Give all possible ways of contacting your organization
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Bullets are great for highlighting key info. Bullets must still have proper punctuation at the end of each line.





Squared paragraphs with no tab indentation.





4-6 spaces





Date should be from largest to smallest (yr/mth/dy)
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