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BUSINESS LETTERS

 Parts of Business Letters

 Types of Formats

 E-Mail



PARTS OF A BUSINESS LETTER

 Sender's address

 Date

 Inside address

 Attention line

 Salutation

 Body of the letter

 Complimentary close

 Signature

 Enclosures



PARTS OF A BUSINESS LETTER: 

SENDER'S ADDRESS

 in the letterhead



PARTS OF A BUSINESS LETTER: 

SENDER'S ADDRESS

 typed in the top 

right- or left-hand 

corner of the 

letter.



PARTS OF A BUSINESS LETTER:

DATE

 written below 

the sender's 

address



PARTS OF A BUSINESS LETTER:

DATE

 the month is usually not written out as numbers 



PARTS OF A BUSINESS LETTER:

INSIDE ADDRESS

The inside address can 

begin with

 the name of the 

company 



PARTS OF A BUSINESS LETTER:

INSIDE ADDRESS

The inside address can 

begin with

 the name of the 

person you are 

writing to (if you 

know)

Courtesy titles are 

used before names: Mr, 

Mrs, Miss, Ms, Messrs, 

M.Sc, Dr, Prof., Capt., 

etc



PARTS OF A BUSINESS LETTER:

INSIDE ADDRESS

The inside address can

begin with

 a job title or a

department (if you do

not know the name):

The Sales Manager,

The Accounts

Department



PARTS OF A BUSINESS LETTER:

ATTENTION LINE

 Attention line can be

an alternative to

putting the recipient's

name in the address.



PARTS OF A BUSINESS LETTER:

SALUTATION

 Dear Sir – to a man whose name you do not know

 Dear Sirs /Gentlemen – to a company

 Dear Madam – to a woman whose name you do 

not know

 Dear Sir or Madam – to a person whose name 

and sex you do not know

 Dear Mr Smith – to a person whose name you 

know, but you do not know the person very well

 Dear John – to a person you know well

British way Dear Mrs Jones,

American way Dear Mrs Jones:



PARTS OF A BUSINESS LETTER:

SUBJECT LINE

 optional

 it should be in 

UPPERCASE 

 directly below the 

“Dear …”



PARTS OF A BUSINESS LETTER:

BODY OF THE LETTER (COVER LETTER)

 A cover letter accompanies any correspondence to

an employer where you present your CV/resume

for consideration.

 A cover letter allows you to showcase your

writing skills and to sell yourself more directly

than a resume.

 Cover letters are personalized and the content

should reflect your objective and interest in that

particular employer.

 Cover letters are generally organized into 3 or 4

paragraphs.



PARTS OF A BUSINESS LETTER:

BODY OF THE LETTER (COVER LETTER)

First paragraph: Introduce yourself.

 Explain why you are writing by indicating in

which position you are interested.

 Reference how you learned of the company or

opening (newspaper ad, mutual contact, website,

etc).



PARTS OF A BUSINESS LETTER:

BODY OF THE LETTER (COVER LETTER)

First paragraph: Introduce yourself.



PARTS OF A BUSINESS LETTER:

BODY OF THE LETTER (COVER LETTER)

Second/third paragraph: Sell yourself.

 Demonstrate your knowledge of the open position

and the company, address the employer’s needs.

 Highlight and expand upon a few of your

accomplishments from your resume, but do not

simply restate your resume. You may choose to

mention skills or personal characteristics that

are not included in your resume.

 State with confidence, in assertive but pleasant

language, that your demonstrated skills would be

beneficial to the employer.



PARTS OF A BUSINESS LETTER:

BODY OF THE LETTER (COVER LETTER)

Second/third paragraph: Sell yourself.



PARTS OF A BUSINESS LETTER:

BODY OF THE LETTER (COVER LETTER)

Last paragraph: Close the letter in a friendly and

professional manner.

 This closing paragraph should thank the

employer for his or her time and consideration

and also indicate an active means in which you

will follow up.

 You may also directly ask for an interview.



PARTS OF A BUSINESS LETTER:

BODY OF THE LETTER (COVER LETTER)

Last paragraph: Close the letter in a friendly and

professional manner.



PARTS OF A BUSINESS LETTER: 

COMPLIMENTARY CLOSE

 “Yours faithfully” (when you don’t know the name)

or

 “Yours sincerely” (when you know their name)

or 

 “Best regards”, “With warmest regards”, or “Kind 

regards” (when you do know the person very well)

or 

 “Very truly yours” (polite and neutral for the US)



PARTS OF A BUSINESS LETTER:

SIGNATURE

 The sender’s name

and possibly job title

below the handwritten

signature



PARTS OF A BUSINESS LETTER:

ENCLOSURES

 Enc. 

or

 Encl. 

below the signature 

block



TYPES OF FORMATS

 Fully Blocked

 Modified Block

 Indented



TYPES OF FORMATS

 Fully Blocked

• all text is

aligned to the

left margin;

• paragraphs are

not indented.



TYPES OF FORMATS

 Modified Block

• all text is

aligned to the

left margin;

• paragraphs are

not indented;

• the date,

signature and

closing are

placed to the

right



TYPES OF FORMATS

 Indented

• all text is aligned

to the left margin;

• paragraphs are

indented;

• the date, signature

and closing are

placed to the right



THE KEY FORMS OF BUSINESS WRITING



E-MAIL



CURRICULUM VITAE

 Contents of the CV

 Format of the CV



CURRICULUM VITAE:

CONTENTS

 Personal details 

• Name

• Address

• Telephone number

• Dates

• Photo

• Marital status

• Nationality



CURRICULUM VITAE:

CONTENTS

 Job Objective

or

“objective”

“aim”  (sufficient for an internship)

“career objective” (for a full time position).

Aim: a two-month training period in a Web call centre.

Objective: a 6-month internship in the network and

systems department

Aim: A summer work placement in a sales position to

put my business skills into practice

Objective: a full time position as a software developer.



CURRICULUM VITAE:

CONTENTS

 Job Objective

or

 Profile / Summary Statement



CURRICULUM VITAE:

CONTENTS

 Education

or

“educational background”

“educational achievements”

“educational history”



CURRICULUM VITAE:

CONTENTS

 Education

• dates

• degree 

• name of the school.

• relevant classes or special projects

• topic of the thesis



CURRICULUM VITAE:

CONTENTS

 Professional experience

or

• “employment”

• “employment history”

• “experience”

• “work experience”

• “work record”

• “business experience”

• “job history”

• “career summary”



CURRICULUM VITAE:

CONTENTS

 Professional experience

• dates 

• the name of the company and the city 

• the company's activity in parentheses

• duties



CURRICULUM VITAE:

CONTENTS

 Professional experience

If none

• any work you may have done for a school association, 
volunteer work, teaching, or a "small" job



CURRICULUM VITAE:

CONTENTS

 Computer skills / computer literacy



CURRICULUM VITAE:

CONTENTS

 Languages

• native language / elementary / intermediate / 

fluent

• excellent / good / reasonable working knowledge



CURRICULUM VITAE:

CONTENTS

 Extracurricular activities

or

• “outside interests”

• “personal interests”

• “additional information”

• “social skills”

 sports

 volunteer or community work, 

 membership of associations.

 experience of different cultures (travel and stays 
abroad) 

 artistic competence, etc.



CURRICULUM VITAE:

CONTENTS

 References

• (when asked) referees details: name, title, contact 

information.

• (when NOT asked) 



CURRICULUM VITAE:

FORMAT OF THE CV

 chronological format

to include

• contact details

• education and qualifications, degree subject, class 
(attained or expected), modules studied

• all paid or unpaid work experience, even if unrelated 
to the job applied for

• responsibilities, achievements and skills developed in 
these posts

• activities and interests, current rather than from 
times past

• achievements and additional skills, such as 
languages, IT.



CURRICULUM VITAE:

FORMAT OF THE CV

 chronological 

format CV 

example



CURRICULUM VITAE:

FORMAT OF THE CV

 functional / skills-based format

to include

• contact details 

• education and qualifications, degree subject, class, 

modules studied

• a description of the key or transferable skills -

identify the key skills required for the job and use 

these headings in the CV 

• a summary of the work experience

• referees



CURRICULUM VITAE:

FORMAT OF THE CV

 functional / skills-

based format CV 

example



Here is an email from Sarah Barnard, Sales Manager of 
Barnard Press, to Rosalind Wood, her secretary. Follow the 
instructions in the e-mail, and write a letter of reply. 

Use the following 

address for Barnard 

Press.

183-7 Copwood Road

North Finchley

London N129PR

Telephone: +44(0)20 

8239 9653



CORRECT VARIANTS

Block 

Format



CORRECT VARIANTS

Modified Block 

Format



CORRECT VARIANTS

Indented

Format




