BUSINESS LETTER – WRITING

To create a business letter properly, one should be aware of its structure. 

In the top right-hand corner of the page, you are supposed to write your address followed by the date when you write the letter.

                                                                                                                    305, Vojvode Stepe

                                                                                                                    Belgrade, Serbia  

                                                                                                                    1st October 2020

I The heading – the address

The name and the address of the person you are writing to is written down against the left-hand margin
Mr/Mrs/Miss/Ms D. Smith

The Director/The Manager

Microsoft

Address

II The salutation 

Dear Mr …,
Dear Sir/Sirs/Madam/Gentlemen or Sirs

III The body contains Reference, Information, Purpose, Conclusion
For more details see Unit 19 in the textbook “English in Transport and Traffic Engineering”.

IV Subscription
Yours sincerely,             If you know the name of the person you are writing to, you write sincerely.
or

Yours faithfully,             If you begin the letter with Dear Sir …, you write faithfully.        
In AmE, the subscription is written against the left-hand margin. In BrE, it is written against the right-hand margin. 
V Signature

The same rule applies to this part of the letter in regard to the two varieties of English.
VI The post-script

P.S.
Forms of business letters: the letter of inquiry

                                         the letter of complaint

                                         the letter of application for a post
Choose one form and create a letter of yours. After you have done that, forward it to me, please, for assessment. If you wish to do a trial letter before your exam and get feedback, make sure you point that out in the email.
