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Structure of the Letter 

 

 
 
 
 
 



TYPES OF BUSINESS LETTER FORMATS 
 

There are three different styles of writing a business letter.  
� Full Block Style  
� Semi Block Style  
� Modified block style  

 
 
FULL BLOCK STYLE  
� Full block style is a letter format in which all text is justified to the left margin.  
� In block letter style, punctuation marks are not used after salutations and in other headings.  
� Paragraphs are not indented 



 
 
 
 
SEMI BLOCK STYLE  
� This letter style places the date line in alignment to the right margin.  
� Punctuation marks are used at the end of the address lines and at salutations. 
� Similar to full block, semi-block places the inside address, salutation and any end notations 
flush with the left margin.  
� The complimentary close and signature block are aligned under the date at right hand 
margin.  



 
 
 
MODIFIED BLOCK STYLE  
� A modified block business letter is a letter that uses a format that is slightly different from 
the full block letter.  
� But a mixture of blocked and semi blocked format. 
� Text is from the left hand margin but date and signature on the right margin 
� The return address, date, complimentary closing and the signature line are put slightly to 
the centre. 
� It is mostly printed format. 
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Sample format of formal letter 

 
 

 
 
 
 
 

 

 

 



 

 

Sales Correspondence 

A sales letter is a written communication between two parties with the motive of selling their 
products. It is a form of sale correspondence. It may target a specific group to grab their 
attention. It is written in persuasive or convincing tone. 

Objectives and Advantages of Sales Letter 

Objectives of Sales Letter 

• A sales letter aims at reaching the reader to purchase the product. 
• Introducing and marketing of new products and services. 
• To reach potential customers. 
• Expansion of the market. 

Advantages of Sales Letter 

• A sales letter is less expensive. 
• Reach a client where a salesman cannot reach all at the same time. 
• Ease of understanding and availability of full details of the company and the products. 
• More convenient, efficient, and comprehensive in understanding. 

Elements and Format of Sales Letter 

Elements of Sales Letter 

Headline: Here the writer wants to grab the reader’s attention toward the main purpose of the 
letter. 

Introduction: It is the introductory paragraph. Introduction in the sales letter provides the 
details of the product or the service. It also provides the reader with the cost, quality, saving 
and other related information. 

Body: Here the writer builds his credibility. The writers provide with the worth of the 
product, its difference from other similar products, a list of satisfied customers, terms of 
contract etc. 

Call to Action: In this section, the writer asks for the reader’s response and can express the 
gratitude. It also includes various details like warranty, discount etc. 

Sales Letter AIDA Model 

The AIDA model can be used for any instance where you want to catch the attention of 
people. Use it for advertisements, signposts or a page on your web site.  

The AIDA model consists of four elements and they must all be present in the sales letter: 

1. Attention = Create attention using a picture or catching opening text 



2. Interest = The receiver must become interested in your content or product 
3. Desire = The letter must create the desire to buy your product /meet you 
4. Action = Help the receiver to take action – e.g. contact you or buy from your website 

Example of AIDA sales letter 

You are a websites developer and know that within the next years all web sites must be 
responsive - responsive means that a web sites can be viewed on PC, tablets and 
smartphones.  

How can you create a sales letter that sells the service “to create responsive web sites?” For 
example  

Attention- to seek attention of the customer: 

• "You will lose 40% of your users on your web sites." 

This could be the sentence that catches the CEOs attention: "40% is a lot, why?" His is ready 
to read more  

Interest- to build interest for the customer : 

• "Every year increases the use of online shows on tablets and smartphones by 30% 
compared to previous year. When users browsing on their new devices come to your 
website they will experience an obsolete web site.  
Your company´s layout is very difficult to read on the small screens." 

Now there is awareness and interest in the problem. 

Desire- to mention the desire of the company : 

• "The problem reading your otherwise very good web site is big for the visitors and 
therefore you will lose customers. But the problem can be solved. 
We have the technical knowledge and design capabilities to correct the problem 
whatever web site system you are using. 
 
Contact us and we make an analysis of the task ahead and give you a quotation for 
solving the problem." 

If the problem is perceived by the customer he´ll hopefully want to correct it. And your 
company must be the one to do it.  

Action- what’s the action for the customer: 

• "PS - Contact us for free analysis of the size of the problem within 10 days. The cost 
of the analysis is normally $ 850". 

It´s always great to save money and maybe this company will contact you today because the 
manager wants to save $ 850? 

 



 
 
 
 
 



Format of Sales Letter 

 



 

 

 
 



 
 
 
 
 
 
 



Letter of Credit  
Meaning of the letter of credit 
 
Letter of credit is a document that guarantees payment to the seller from the bank on behalf 
of the buyer.  
 
The mode of payment is discussed between the buyer and the seller. 
 
The main purpose of a letter of credit is for long-distance and international transaction. This 
helps reduce the risk of non-payment of the goods.  
 
The banks are involved of both the buyer and seller to issue their accountability of credit. 
 

 

 
 



Letter of claim or adjustment 
 

Claim letter is written for claiming money from the company or adjustment of billing amount 
or reimbursing money for some defects, wrong orders or mistakes in placing orders etc. 

 
 

 



 



 
 
 
 
 
 
 
 
 
 
 
 



 
Letter of Quotation/Placing an order 

A letter of quotation is any letter written in reference a customer or client requesting or 
accepting a quote, to the supplier or service provider sending the quote amount.  

It is also known as letters of placing an order for any product with the reference of its 
amount. 

  

 

 



 

Letter of Quotation Request Sample 
 

Kay Ventilation 

4496 Lochmere Lane 
Groton, CT 06340 

  

Dear Kay Ventilation, 

I am writing this letter for a price quote on replacing my central air conditioning system in 
my home. 

My house is 4500 square feet, and used two individual central air conditioning units. There is 
about 6000 feet of ventilation piping that needs to be replaced, as well as two compressor 
units and 6 control panels. I wish to source my own compressor units, but you will be 
responsible for all the ventilation and control panels. 

Please provide me with pricing information and how long it would take to complete this job 
for me. I am looking for someone to complete this in less than a week, so please account for 
that in your price quote. 

Kindest Regards, 

Bob Grenier 

 

Letter of Quotation Acceptance Sample  

Dear Windows R Us, 

Thank you for the quote you provided on April 02, 2013, for installing new windows 
throughout our office complex.  

The sum of $5,000 meets our designated budget and therefore we would like to accept your 
service.  

We request that you complete work by May 30. If this is feasible please let us know when 
you can start work and we will prepare accordingly. 

Thank you for your time, 

Belinda Powers 

Gracie Office Complex 



Letter of Quotation to Customer Sample  
 

Dear Mr. Forbes, 

You recently enquired about the price of regular cotton shipments to the United States. At the 
requested amount, including tax, this will cost $12,000 per month. 

Because we haven’t had the pleasure of trading with you before, and to show how much we 
value your potential business, we will give you a one year discount  of $11,000 per month, 
providing you agree to terms within the next 30 days. 

  

We look forward to working with Shirts Zone, and hope this is the beginning of a long and 
prosperous relationship. 

  

Yours Sincerely, 

Ajeet Kalyana 

The Indian Cotton Company 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Enquiry letter 
 

 
 

 
 



 



 
 


