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The Form of the Letter

*-Main parts of the letter:

Letterhead
(Business Organization)

Writer's Address

Vancouver Maufacturing
S102NWS9" Street, Vancouver, Washington 98665
(800) 53-1212-www.exampie com

Candace Wistezs

P.O. Box 125
Ceuzeville, AB TOA 2E3
May 3, 2006

Mz, Mike Gibsoo

Pablic Relstions Officer
Alent Manufoctezing Limited
929 Main Street

Rangeview, AB T7J 1E%

Date

Inside Address

Denr Mr. Gboon

1 recensly purchased & blow dryer from ooe of your Quick Muart branches locatad in
Centreville, Alberta. When [ bega to wse it the day zfter if wan purchased, {1 was not
performing Like it should have been, | located [he gusraates sdeouent that asured ms
that if the product | bought was not entively satisfying, | could retuen | along with the
proof of purchase and an explanation of the dufficulty 1 experiesced. | would ke to we
this guazzesios to its fullest extent

Salutation

1 believe that the fifter within the blow dryer is the cause of the problem. | propooe tat it
was not {astened onto the blow dryer properly, sod sow it bas no use. When 1 tam the
Blow dryer on, the dust from the air, the inside of the blow dryer, aod my hair aself] fies
everywhate and coeates an unumtary soom fidl of allegens. | wied my best to fix it
using a small hammer 10 knock the filter kmo place, bt that came cut Wwith no positive
result. 1 don't ek | weuld be able to fix B orysely s [ woald greatly appreciste o
replacoment

Body of the letter

Complimentary Close

1 know your compary, Alert Mansfacturing Limised, is well known for their good quality
products and excellence in service. | am willing to gave the company snother chance and
I weuld Jove to enjoy a quality blow dryer rom your investory, Plense send onc 1o the
nddvested encioted at the top of the lemer. [ would Bke to get it as soon a8 possible
Thank you very mnck 2nd [ hope 10 receive my blow dryer shortly

‘Signed Name/Signature
Type Name  andate Wlintia
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*-Main parts of the letter:

Usually a business letter consists of seven main parts the heading, the date,
the inside address , the salutation, the body, the complimentary close , and
the signature .
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1- The heading :

This part includes the name of the firm (sender) and its address , usually
printed at the top of page . Heading differ greatly , but they contain at least the
name of the firm , the type of business , the street name or street number, the
district , and the name of town.
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Future for Trading . Co

Yemen — Sana'a — 40 St
Tel : 01250000 — Fax : 01250001

E-mail : managefut@ Yemen . net
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2- The Date :

The date line consists of the day , month, and year, which is placed two or
three spaces below the last line of the heading and begins at such a point from
the center of the page that the figures of the year end at or near the right hand
margin .

D okl -2
i) g B ) gy Ay 9 S cend ey N iy, Adadl g gl p gl o gl (g sy
. Ol dga (e dadiall ABla & ) LS gl g dadual) sl Akl G Ipdmg , sl

Su .. _Su
21 April , 2012 April 21, 2012

3-the Inside Address :

It is full name and address of the person or organization you are
addressing to. It should be written on the left hand, two spaces below the date.
Name Of persons, firms, streets, ect. Should be written as indicated in the
source you got the address from .
1-Mr. ;used before the name of a man.

e.g.; Salim K.Mahmood .
2-Mrs. :used before the name of a married woman.
e.g.: Mrs. I. Yaseen.

3-Miss. : used before the name of an unmarried woman.
e.g. :Miss. Afrah. m. Saeed
4-Ms. :used before the name of a married or single (Unmarried) woman
5-Messrs. :used when addressing more than one person
e.g. :Messrs. Ahmed and partners
6-The :used before the name of firms without names of persons.
e.g. :The International Bank of Yemen.
7-Dr. or prof.: used before the name of a person who has professional title.
e.g. :Dr.Jamal N.Bamashos.
:Prof. Mohammad k. AL-Sayani.
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In general, the inside address takes forms depending on the nature of the
address: Addressing an individual in a business.
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Mr. Ali M. Slam,

Future University.,
Sana'a. Baghdad Street,
Yemen.

Ms. Seham A. Alsharani,
Arabia Industries Co.,
Jadaha'a,

Saudi Arabia.

The Sales Manager,

ALkhaleej Corporation for Trading .,
40 Street , Sana'a,

Yemen.
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4-The Salutation :

The salutation in a latter is an essential ingredient, it is the greeting with which the

business latter begins, and usually typed at the left margin, a double space under the last
line of the inside address .

The choice of salutation depends on the personal relationship between the writer and
the reader, and on the form of the inside address as well.

The most commonly used salutation for a letter addressed to a company is
"Gentlemen" or "Dear Sirs" For a letter addressed to a parson, use the form of salutation
that best reflects the degree of formality or informality you consider appropriate
under the circumstances.
1-Dear sir(s): used in a letter written to a man

(men) whose name you do not know.
e.g. : Dear sir, : Dear sirs,
2-Dear Madam : used in a letter written to a woman, whether single or married, whose
name you do not know.
e.g. :Dear Madam,
3- Dear (give title and surname) used in a letter written to a man \ or woman whom name
you know.
e.g. : Dear Mr. AL-Salim,

: Dear Mrs. .AL-Hori,
4-My dear (give title and name): used in a letter written to a man \ woman whom you have
a preferable relationship.

e.g.: My dear ziad,
The comma after the salutation is optional, but it is preferable to be used.
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1-What are kinds of correspondence and defined them ?
2-Fill in the blanks :
a-The three kinds are : ......cccoveeerveerrvcerevennne Jeseerecessasaneeesesssneasessanaens - 11 [ S
b-The basic characteristics of business letters are:
3-Complete each of the following by choosing the right answer from those in 1,2,3,4 ?
a-A concise letter is that which :-
1- Take the reader's feelings into account .
2- Includes correct grammar and spelling.
3- Dose not waste words .
4-1s misunderstood by the reader .
b-Courtesy means :-
1- Confidences .
2- Rudeness .
3- Politeness .
4- Flattery .
c-An official letter is sent to :-
1- A relative or friend .
2- Business firm .
3- A governmental department .
4- Someone you know well .
d-The subject of a business letter is :-
1- Private .
2- Official .
3- Commercial .
4- Social .
e-The transfer of the writer's thoughts to a reader :-
1- Confidence .
2- Courtesy .
3- Conciseness .
4- Clarity .
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