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4 READERS’ NOTES

READERS’ NOTES

The purpose of this book is to demonstrate to the reader ways and means of
writing contemporary business letters. It does so through the provision of ex-
planations and models of a wide range of business letters, at both the corporate
and individual levels. At the corporate level, there are letters between im-
porters and exporters, wholesalers and retailers, bankers and financiers, busi-
ness firms and governmental agencies, etc. At the individual level, there are
letters between a parent and his child’s school, prospective migrants and con-

sulates, clients and banks, etc.

This book is intended for those who wish to learn and master techniques in
writing modern business letters. It can be used as a textbook for the business
communications student. It can also be used as a reference book by all those
who need to write business letters. For example, businessmen who wish to
write effective workplace letters, prospective migrants who have to write vari-
ous types of letters to consulates, schools, banks, business firms and govern-

mental agencies, etc.

The book begins with a brief discussion of the role of letters in the modern business
world. It then describes the various component parts of business letters. This is fol-
lowed by a demonstration of the styles, format and layout of such letters. Schematic
representations and annotated models of the three most popular styles, the Block,
the Semi-Block and the Indented Styles, are presented.
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6 I READERS’ NOTES

Six major types of business letters are studied in detail. They are Letters of
Enquiry, Letters Responding to Enquiry, Letters of Application, Letters of
Confirmation, Letters of Complaint and Letters of Adjustment. Abundant ex-

ercises and models are given.

All the model letters included in this book are intended to help the student in
his or her own business environment. In most instances, all one has to do is to
identify a model closest to the situation in question and replace the details giv-

en by those relevant to the situation.
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1 2 Introduction

EFFECTIVE COMMUNICATION

The importance of effective communication in this highly complex and sophis-
ticated electronics age hardly needs stressing. It is even more important if you
wish to conduct your business successfully. There are the oral, written and
electronic modes of communication. Your choice of mode of communication in

a particular situation is dependent on your purpose and the facilities available.

LETTERS : A POPULAR MEDIUM OF
COMMUNICATION

The written mode of communication has always been popular as it generally
provides a more permanent record of the messages transmitted. This mode of
communication consists of a rather great variety of media. They include let-
ters, memos, reports, instructions, notices, meeting agenda, minutes and

others. Among these, letters are the most frequently used medium.

Letters are communications in writing. They are written to provide information or
seek action, or both. There are personal letters and business letters. Personal letters
are mostly correspondence between individuals. They are mainly concerned with
personal matters and convey personal messages. Such letters come in a great variety
of styles and formats but these lie beyond the scope of this book. On the other hand,
business letters are mostly correspondence among business organisations or between
such organisations and individuals. They are mainly concerned with business matters
and the messages conveyed are in essence, business oriented. There are often con-
ventional styles and formats to adhere to. Such styles and formats are finite in num-
ber. This book aims at introducing to you, the learner or the prospective business
letter wsiter, styles and formats used in contemporary business letters. In addition to

discussing and explaining such conventions, abundant examples are provided.
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