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The Form of the Letter

*-Main parts of the letter:

1-HEADING

Tel: +9
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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 .

s Al il £15aY) e
, Al Juapal) Gl gie | gl | A g A1) 1 Aaaiy £ ) daaes (e A jlail) Al )l Bale (g gias
LBl y , Aaliad) Ladl) | @ guagall Jual , Al

1- The heading :

2- The Date :
3-the Inside Address :
4-Salutation :

B pacalaall oige An i aliaen (Auial) g Al U daead) 61301 Ay JaSiouion g Al 5 pudalanally danida ga g da g i
- Al dE

5-Body :

6-The Complimentary Close :
7-Signature :

5- The Body of the Letter :

It contains the message we want to convey to the reader, and is arranged in
paragraphs each one deals with one point of the message, just as in a composition where
each separate idea paragraph. Short. Paragraphs are more easily read and more quickly
understood than long ones.

The body begins two spaces below the salutation and is generally single spaced (Leave a
double space between the paragraphs). The text of the message depends on the subject
about which the letter is written.

Before you begin to writ or dictate, ask yourself the following questions:
1)what is my aim in writing this letter?
2)what do | hope to achieve?
3)what the best way to go through?
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Some letter are very short and many consist of only one paragraph. Many others fall
naturally into the framework of the following three — paragraphs plan:-
1-First paragraph : (the opening) takes the form of an introduction or of an
acknowledgment if there has been previous correspondence.
2-second (the middle or main part) give information and states the facts
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3-Third (the closing part ) refers to future action

6-The complimentary close :

It is the polite ending which concludes a letter. It is comparable to the few words of
farewell we say at the and of a conversation when we part from each other. It is placed
two spaces below the last line of the letter proper except in the case of a very short letter
when more space is left.

Only the first letter of the first word is capitalized. A comma is placed at the end. The
complimentary close begins about halfway across the page allowing the signature to
slope, and finish at or near the eight hand margin.

The most common forms used are:
1-Yours faithfully, or (Faithfully yours): this is the standard form for business letter.
2-Yous sincerely, or (sincerely yours ): for business and personal letter between people
who are acquainted with each other.
3-Yours truly, or (Truly yours): for business letters between individual private persons.
4-Yours very truly, or (Very truly yours): used to express more feeling, to express gratitude
or thankfulness for a service rendered
5-Yours very sincerely, or (Very sincerely yours): again this expresses more feeling, when
refusing a require without wishing to offend.
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1-Yours faithfully, or (Faithfully yours):
. 8 2 ol il 1) pana 1) JUE (B prdius
2-Yous sincerely, or (sincerely yours ):
oA 8 Gl alAEY) 5 318 G A el g dpaddl) Jile ol ardiud
3-Yours truly, or (Truly yours):
cehabsl gl el o siaeadl o 3l 81 G A el Jila )l aadiid
4-Yours very truly, or (Very truly yours):
. O gl GalAiY) (A g 3 sl Aaldl) e lial) (o puaill addind
5-Yours very sincerely, or (Very sincerely yours):
ol s do 3l pae Ayl Jiinall cha (el ga cllal) (b ) asen S) eliia (8 il p s

7-The Signature :

The signature must contain the sender's pen-written name and typewritten name. It
may also include his business title , department, or the name of his company .

No punctuation mark follows the signature . It is important to make the signature
clear and also even not on a slant . But as most signatures are generally unreadable it has
become a common practice to typewrite the sender's name under his signature, or
impress it with a rubber stamp.

The signature may take one of the following forms depending on the case :

for example :
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Yours Faithfully, Faithfully Yours, Walied & Selah
For New Green City Co. Ltd., y si signat
signature Salam .M. Humid Salam .M. Humid F. Walied
E . Salim
Manager Walied & Sons For Sam Walied Co., Pro Sami Jalal & Co.,
F . Walied A. ALi D . Ahamed

KIND OF BUSINESS LETTERS " "y ) il i g g
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1- (-Inquiries, Requests letters); first inquiry or Ordinary inquiry:
i) Ao 3l Sy 22
2- (Replies to inquiries letters):
o) Jiluy

1
w

3-(Quotations letters):
L bl il -4
4- (Orders, Indents letters):
el g (5 g8l Jily -5
5-( Complaints and Adjustment letters):
2240 9 dandy Adlaal) Jibuy -6
6- (Payment and Acknowledgement of payment letters):
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EORRROVEFIE TS ICEUIE POk oc
This is sample form for Business Letter :

ALKHALEEJ TRADING CORPORATION

40 St — Sana'a-—Yemen

Tel : 01679250 — Fax : 01679255

29 April , 2012

Mr. C Dickens,
World Food Company.,
London — WD Street,

linitad Kinadnm

Dear Mr. Dickens,

We are specialist company in importation and sales different children food in Yemen,
also we have seven branches into seven cities .

We have known that you are manufactures of children's food , so we would like to build
commercial relationship for import some of your productions, and to be your only an
exclusive agent here . We would like you to send us details of your various ranges , including
names, sizes , and prices , and samples of the different qualities of materials used .

When replying , please state a way of payment and discounts — you would allow on
purchases of quantities . Also we look forward to hearing from you .

Yours faithfully ,
Sam Walied

General Manaaer
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1-How many parts a business letter is divided into? Name them?

2-What are the different forms of salutations generally used in business letter?
3-What does the body Of a letter contain? And how is it arranged?

4-What does the complimentary close consist of ?

5-What are the different methods of writing the date ?Give examples ?

6-Choose the right answer from those in 1, 2, 3,0r 4.

a-The part of the letter that contains the day, the month and the year is the:,
1-Heading. 2-Date
3-Inside address.  4-Complimentary
b-The inside address is typed:
1-At the right margin 2-Above the heading.
3-Above the date. 4-At the Left margin
c-The suitable title for addressing an unmarried woman is:
1-Mrs. 2-Messers 3-Miss. 4-Mr.
7- Draw a plan on a full sheet of letter paper to show the position of
the main parts of a business letter ?

8- Match each of the following terms with its definition :-

The Terms The Definition

a- Complimentary close 1-It is the full name and address of the person
receiving the letter.

b- Inside address 2-1t is the full name and address of the sender.

c- Subject Line 3-Itis a form used when addressing more than one
person.

d- Messers. 4-This is the friendly ending that concludes the letter.

e- Heading 5-It indicates the topic of your letter in few words.
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