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Presentation and Layout of Business Letters

7 %5 15 0 48 R

A very large part of the business of the world is conducted by means of correspondence.
Therefore it is extremely important to be able to write good business letters — letters that

represent one’s self and one’s firm to best advantage.

Presentation

Here are the essential qualities that go to make up an attractive, well-groomed business letter:

1. Good Quality Stationery

It is advisable to use the best quality of paper you can for business correspondence. Single
sheets of plain white bond paper are the best, unruled, with the letterhead printed or engraved
in black, grey or blue. The size most generally used is approximately 21x30 cm, the size of A4
duplicating paper.

Envelopes should match the letter sheet in quality and weight; and any printing or
engraving that appears on the envelope should conform with that on the letterhead. Standard-
size envelopes are approximately 22x11 cm.

2. Neat Typing

Whether you type the letters yourself or have them typed for you, be sure they are faultlessly
neat and clean — without smudges, finger marks or erasures — otherwise they will not
represent you to best advantage. Never be guilty of sending out over your signature a letter that
1s soiled, creased, or torn, or that is in any way marred or unsightly.

Besides, make sure the ribbon on your typewriter or printer is fresh so that the recipient can
get a sharp copy of your letter. Avoid worn typewriter ribbons, as they produce an uneven effect
that is certainly not appealing to the eye. And always keep the type of your machines shining
bright and clean; for blurred type is not only difficult to read, but is very likely to smudge and
spoil the appearance of your letter.




