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Introduction to business 

A business (also known as an enterprise, a company, or a firm)
is an organizational entity and legal entity made up of an
association of people.

What is the concept of a business?

• An idea for a business that includes basic information such as the
service or product, the target demographic, and a unique selling
proposition that gives a company an advantage over competitors.
A business concept may involve a new product or simply a novel
approach to marketing or delivering an existing product.



Business communication
• Business communication is information sharing between

people within and outside an organization that is performed
for the commercial benefit of the organization.

• The communication process is the steps we take in order to
successfully communicate. Components of
the communication process include a sender, (coding)
writing of a message, selecting of a channel of
communication, receipt of the message by the receiver and
(decoding) of the message.



Business Letter



What is in a business letter?

• A business letter is usually a letter from one company to another, or 
between such organizations and their customers, clients and other external 
parties. The overall style of letter depends on the relationship between the 
parties concerned.

Why do you write a business letter?

• Business letters can be written to employees or managers, as well as 
clients and prospective customers. The business letter is a formal type of 
communication that is usually typed on 8 1/2 by 11-inch white stationery 
paper.

What is business letter format?

• When writing business letters, you must pay special attention to 
the format and font used. The most common layout of a business letter is 
known as block format. Using this format, the entire letter is left justified 
and single spaced except for a double space between paragraphs.



10 Types of Business Letters
There are many standard types of business letters, and each of them has a 
specific focus.

• Sales Letters.

• Order Letters.

• Complaint Letters.

• Adjustment Letters. 

• Inquiry Letters.

• Follow-Up Letters.

• Letters of Recommendation.

• Acknowledgment Letters.

• Cover Letters

• Letters of Resignation



What are the main elements of a business letter?

• The elements of a business letter are:

• the heading.

• the date.

• the inside address.

• the salutation.

• the body.

• and the complimentary close.

• an additional notation section often follows the close.









How to write a the business letter step by step



Every part of a business letter, from the stationary to font to letterhead,
is a powerful means of communication and conveys the subject’s
importance. Due to their seriousness, business letters are best used for
correspondence such as reference/recommendation letters,
employment verification, and business proposals.

Sender’s Address

• Your own address is typically included in the letterhead, a printed 
heading stating an organization’s name and address. If the stationary 
does not include letterhead, set your organization’s name (if you’re 
sending on behalf of one) address at the top of the letter, right above 
the date. Don’t include your name or title, because those will be used 
in the letter’s closing.



Date

• Remember to use the American date format when sending 
the letter within the U.S. It should go in the following order: 
the month (spelled out), the day, and then the year.

Recipient’s Address

• This should include the recipient’s name, title, company, and 
address. When addressing the recipient, use the appropriate 
personal title, such as Ms., Mrs., Mr., or Dr. If you’re not sure 
of a woman’s preferred title, Ms. is the safest option. Also, 
keep in mind that people usually prefer to be addressed 
using a higher title than lower, so if there’s a possibility the 
person is a doctor but you’re unsure, it’s OK to use Dr.



Salutation

• You want to sound as professional as possible, so the best 
salutation for a formal business letter format starts with 
“Dear.” Avoid using casual greetings like Hi, Hello, and Hey. 
Along with the proper title, address the recipient by their last 
name followed by a colon. There’s always the more generic 
option of using, “To Whom it May Concern,” but try to be as 
specific as possible (here are the only times you should really 
use “To Whom it May Concern”). Also, stay away from just 
using the person’s name as that can come off as too abrupt.

https://www.rd.com/advice/work-career/to-whom-it-may-concern/


Body of the Letter

• Make the purpose of your letter clear by keeping it simple, targeted, 
and concise.

• The best business letter format spacing is single space, and leave a 
line space between each paragraph.

• Left justify each paragraph.

• The first paragraph should provide a friendly greeting and an 
introduction to the letter’s motive.

• The following paragraphs should provide more information and detail 
on why you’re writing.

• The last paragraph restates the letter’s purpose and thanks the reader 
for taking the time to review your letter.



Closing

• There are a ton of phrases you can use when signing off, 
including “Sincerely,” “Respectfully Yours,” “Best Wishes,” 
etc. When printing the letter, leave four lines between the 
closing and the sender’s name for a signature, which is best 
written in black ink.

Enclosures

• If there are any enclosed documents along with the letter, 
such as a resume, indicate this by typing “Enclosures,” 
followed by a colon, on one line underneath your signature. 
Avoid these resume mistakes that could keep you from 
getting the job.

https://www.rd.com/advice/work-career/resume-mistakes/1

