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Definition and purpose 

 „You Attitude‟ 

 Principles 

 Formats 

 Essential elements 

 Sales and Credit letter 

 Claim and Adjustment letter 

 Job Application/Cover Letter 

 Résumé 



 A business letter is an official document that 

is written for reinforcing relationships, 

spiking growth in an organization and to gain 

profit in a business. 

 

 It is customer or target oriented 

 It is objective in language for the writer but 

at the same time subjective for the 

customers. 

 It follows the “You Attitude” in execution 



 Is a writing style 

 Emphasizes readers than the author 

 Is directly projects customers „as the king‟ 

than company as the felicitator 

 Is actually a means to caress the „ego‟ of the 

customer 

 Addresses „their‟ desires, problems, 

circumstances, emotions, and probable 

reactions 

 Is used to win reader‟s „mind and attention‟ 



 I or We : We are sure that our view 

discount policy will be attractive to you 

 You  : You will surely appreciate new 

discount policy 

 

 I or We : I am happy to hear that you have 

selected our firms. 

 You  : Thank you for giving us the 

opportunity to serve you 

 

 I or We : I will give you 10% discount 

 You  : You can get 10% discount 

 



 Sender‟s address 

Dateline 

 Reference 

 Inside address 

 Subject line 

 Salutation 

Main body 

 Complementary close 

 Signature 

 Carbon copy 

 Enclosure 



 Block 

Modified Block 

 Semi Block 

 Simplified Block 











 


