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BUSINESS LETTERS 

1.1 BUSINESS LETTERS 

A business letter is a formal written document used to communicate professional messages 

between individuals, institutions or organizations. It serves as an important medium for 

presenting information, making requests, clarifying issues or documenting official decisions in 

a clear and organized manner. Unlike casual or personal communication, a business letter 

follows a structured format and maintains a respectful, objective tone that reflects the 

seriousness of professional interactions. Business letters play a vital role in building and 

sustaining relationships in the workplace. They help create trust, ensure transparency and 

promote smooth coordination among different stakeholders. A well-written business letter 

demonstrates clarity of thought, courtesy and a sense of responsibility. It typically includes 

essential components such as the sender’s address, date, receiver’s details, formal salutation, a 

logically developed body, appropriate closing and the writer’s signature. Because business 

letters become part of official records, they must be accurate, concise, and ethically written. In 

this sense, business letters are not just documents; they represent human intentions, 

professionalism, and the willingness to communicate effectively and respectfully. 

1.2 FUNCTIONS OF BUSINESS LETTERS 

1. To Communicate Information: Business letters convey essential information such as 

decisions, policies, requests and updates in a clear and organized manner. They make 

communication professional, precise, and easy to understand. 

2. To Create and Maintain Professional Relationships: A well-written letter helps build 

trust and goodwill between organizations, clients, customers, and employees. It reflects 

professionalism, courtesy, and respect. 

3. To Record and Document Official Matters: Business letters serve as permanent 

records of conversations, instructions, agreements, and transactions. Since they can be 

stored and referred to later, they help prevent confusion and provide clarity. 

4. As Evidence of Contracts and Agreements: Many business letters—such as order 

confirmations, quotations, and acceptance letters—serve as legal proof of contracts. 

They help establish what was agreed upon and protect both parties in case of disputes. 
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5. To Request or Provide Services: Organizations use business letters to make inquiries, 

request information, seek clarification, or offer services. This ensures smooth, formal, 

and reliable communication. 

6. To Persuade or Influence Decisions: Letters such as sales letters, proposal letters, or 

recommendation letters aim to encourage action by presenting logical arguments and 

appealing information. 

7. To Address Complaints and Resolve Issues: When problems arise, business letters 

help maintain professionalism while expressing concerns, offering explanations, or 

suggesting solutions. They ensure fair and accountable communication. 

8. To Support Employment and HR Processes: Business letters are essential in 

recruitment and workplace communication. Appointment letters, promotion letters, 

appreciation letters, warning notices, and resignation acceptances help manage 

employee–employer relationships. 

9. To Promote Public Relations and Goodwill: Letters of appreciation, congratulations, 

invitations, and acknowledgments help improve an organization’s public image. They 

strengthen emotional and professional connections with customers and the community. 

10. To Enable Business in Remote or Distant Locations: Business letters make it 

possible to conduct professional communication across cities, states and countries. 

Before digital communication, letters were the primary means of long-distance 

business, and even today, they remain essential for formal documentation, legal 

communication, and international dealings. 

11. To Provide Clarity and Reduce Miscommunication: Because business letters are 

written carefully and formally, they reduce confusion and ensure that both parties 

understand the message accurately. 

1.3 PARTS OF A BUSINESS LETTER 

1. Sender’s Address: The letter begins with the sender’s full address. It helps the receiver 

know where to send the reply. It is usually placed at the top left. 

2. Date: The date on which the letter is written is placed just below the sender’s address. 

It is important for record-keeping and future reference. 

3. Receiver’s Address: This includes the name, designation, and address of the person or 

organization to whom the letter is being sent. 
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4. Salutation: A polite opening greeting such as “Dear Sir/Madam,” or “Respected Mr. 

Sharma,” sets a respectful tone. 

5. Subject Line: A brief statement that highlights the main purpose of the letter. It helps 

the receiver immediately understand what the letter is about. 

6. Body of the Letter: This is the main part of the letter where the message is 

communicated. 

It usually has three paragraphs: 

o Introduction: States the purpose. 

o Details/Explanation: Provides necessary information or context. 

o Conclusion: Summarizes and indicates the expected response or action. 

7. Complimentary Close: A polite ending phrase such as “Yours faithfully,” or “Yours 

sincerely,” showing respect and professionalism. 

8. Signature and Name of the Sender: The writer signs their name and writes their full 

name and designation below the signature. This authenticates the letter. 

9. Enclosures (if any): If documents are attached with the letter (like certificates, copies, 

invoices), they are listed under “Enclosures”. 

10. CC (Carbon Copy): If the letter is also sent to other people for reference, their names 

are mentioned here. 

1.4 HOW TO WRITE BUSINESS LETTERS EFFECTIVELY 

1. Use a Clear Purpose 

2. Follow the Standard Format 

3. Maintain a Formal and Polite Tone. 

4. Keep the Message Clear and Concise 

5. Organize the Body Logically 

Use a three-part structure: 

o Introduction: State why you are writing. 

o Details: Provide necessary facts, explanations, or background. 

o Conclusion: Summarize and indicate the expected response or action. 

6. Use Professional Language and Correct Grammar 

7. Be Specific and Provide Evidence 

8. Adopt a Courteous and Positive Attitude 
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9. Highlight the Expected Action 

10. Add Enclosures or Attachments When Necessary 

11. Review and Proofread Before Sending 

12. Ensure Neat Presentation 
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