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Chapter One

Written Communication

— An Overview

There are many modern communication methods available today, but the traditional
business letter remains an important means of sending printed messages. In this respect, it is
good business practice to ensure good quality stationery and printing of the letterheaded
paper. The business letter also conveys an impression of the company in many other ways.

Developments in technology have made it possible for us to have instant communication
all over the world. Speed is now becoming the key to successful business communications.
As a result, fax messages and e-mails are taking the place of many business letters. E-mails
are also phasing out the use of internal memos, although they still remain popular in some
companies. All these methods of written communication will be discussed in this chapter.

Whatever method you choose to convey your printed massage — letter, fax, e-mail,
memo, etc. — your aim should be to ensure a high standard in all the important areas named
above: presentation, structures, language and tone. Remember the importance of the “first
impression”. By setting high standard in the important area of written communications you
will be helping to create and enhance the corporate image of your organization.

In today’s competitive business world, high communication standards are vital.
Therefore it is essential to ensure that the need for speed does not result in a decline of the
standards of communications. Instead, the constant advances in technology should help us
to improve and enhance our business communications, and thereby maximize business

potential.

Parts of a business letter

A. The Standard Parts

A standard business letter consists of seven parts; 1. the letterhead, 2. the inside
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address, 3. the date, 4. the salutation, 5. the body of the letter, 6. the complimentary
close, and 7. the signature.
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B. The Optional Parts

The optional parts of a letter are 8. The References, 9. The Special Markings, 10. The
Subject Line, 11. The Enclosure, 12. The Carbon Copy Notation. These parts may be
chosen or not as the writer wishes.
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Form of a business letter

Following traditional British practice, the indented style business letters are roughly
divided into two styles: “Blocked” and “Indented”. The former is used mainly in the United
States while the latter is used to be popular in British and the old British colonies.

Reflecting the fast pace of business world, the popularity of the block style has been
rapidly increasing in the recent years. Also, the wide spread use of facsimiles has further
contributed to its increased use.

Busy secretaries and typists naturally prefer the blocked style to the indented style
because it saves time. With this method, they do not have to use the tab at all. In addition,
they can save even more time by using ‘ Open Punctuation’ .

Owing to the fact that streamlined ‘ Fully Blocked Style with Open Punctuation’ reflects
modern business procedures, now it has almost replaced the outdated and time-consuming

‘ Indented Style with Closed Punctuation’ in the present business communications.




