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Letters

e Use letters to communicate outside your organization
especially in formal and semiformal contexts. .

e Whereas the memorandum is for communication
within an organization.

e Letters are an essential part of all business and
technical communication because they are more
formal and reliable than electronic mail and more
precise and permanent than telephone or face-to-face
conversations.

King Saud University Technical Writing Dr. Feras Fraige 2



_— \//

Types of Letters

e Job application letters

e Acceptance letters

e Transmittal letters

® Inquiry letters

® Technical-information letters

e [etters of recommendation
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Format of a Letter

e follow your organization style for business letters,
Otherwise, follow the guidelines provided here.

e Element of a letter:
» Heading
» Date
» Recipient's address
» Salutation
» Body
» Closing
» End notations
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Letter heading

e [f you are using letterhead stationery, include only the

date two lines below the bottom of the letterhead.
Spell out the name of month.

e [f you are not using letterhead stationery, begin with
your full address (city, street, and zip code) 1 to 1%
inches from the top of the page. Spell out address
designations, such as Street, Avenue, and West.
Include the date aligned at left with the address,
spelling out the name of the month.
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Recipient's Address

e Two to four lines below the date, place the following items:

e The recipient's title (such as Mr., Ms., or Dr.) and full name
(address a woman who does not have a professional title as
Ms. unless you know she prefers Miss or Mrs.; if the
recipient does not have a title and you are unsure of his or
her gender, omit the title).

e The recipient's job title, if appropriate.
¢ The name of the company or institution, if appropriate.

e The full address, following the same format as for the
address in the heading.

e The recipient’s address is always aligned on the left margin.
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Salutation

® Place the salutation two lines below the recipient's address.

e The salutation begins with the word Dear, continues with
the recipient's title and last name, and ends with a colon.

e [f you are unsure of the recipient's gender and the recipient
does not have a professional title, omit the title and,
instead, use both the first and the last names in the
salutation (Dear Leslie Perelman:).

e [f you do not know the name of the recipient of the letter,
refer to the department you are writing to (Dear Technical
Support:).

e Avoid salutations such as Dear Sir or Madam:.
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Body

e Start the letter two lines after the salutation.

® Body Earagraphs should be single spaced with a double
space between paragraphs.

e Be concise, direct, and considerate. State the letter's
purpose in the opening paragraph. Include supporting
information in a middle paragraph or two, and conclude
your letter with a brief paragraph that both establishes
goodwill and expresses what needs to be done next.

e [f a letter requires more than one page, make sure there are
at least twoqines of body text on the final page. Never use
an entire page for just the closing. The seconc? page and all
subsequent pages must include a heading with the
recipient's name, the date, and the page number.
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Closing Phrase

e Write a complimentary closing phrase two lines below the
final body paragraph.

® Yours truly, Sincerely, or Sincerely yours are common
endings for professional letters.

e (Capitalize the first letter of the first word of your
complimentary closing, and end the complimentary
closing with a comma.

e Four lines below the closing phrase, write your full name. If
you are writing in an official capacity that is not included
in the stationery's letterhead, write your title on the next
line. Your signature goes above your typed name.
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End Notations

e At the bottom of the last page of a business letter, end
notations may show who typed the letter,

e whether any materials are enclosed with the letter, and
e who is receiving a copy of the letter.
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e Job Application letter example

King Saud University

Technical Writing

22Bay Sure Road
Bocton, Tl 022151503

May 17, 18G5

Idr. Doavid #hite

Arria Ine.

FTCoehdniate Placs, #11F
Framinghar, Iis 01701

Drear bdr hite:

I will be graduatine foomn 10T in June with 2 hactelor’s degms in conputar 2oi-
anea and am inteeeted in opportinitizz at Atria,

I have worked az an intecn with Loral Infrared and Imacine Systerne for the past
o ourners notbeir softwrare engineering depatmrent, Whils thers T dewelopad
data strearm arnlation softerars fof the MaSs ATRS weather satallite in Con
TMIE and Macitozh platfooms. At AT, I worked in the Earth and Blaretary
Solence Depaftient w efears 4 gadhic user intaffacing sysein Lo viswing dana
a0t Dack Uy e Idagellan space prote orbiting “erms, Thiz axiperiecs wonld e
applicatble w the omation of the GUI fof the wp-eoiodne vemion of Cloateas row-
son control tools. Whits T have takan geqeral eonrss work in cofognter aciance, I
have taken additional conrzes in redia arts, systems design, algorithons, and arbifi-
cial intalli genes.

I womld weelearte the opporfundty to et whith yonand dsenss my qualifications
fof working at atrda, I belisve oy HMalfinl has siven fos the skdlls o fmake a valn-
able contribution [ ook forvrard to tearing from yonsoon.

Sincaraly,

Coris Pefar ey
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// 456 Parker Lane
sorneryille, B4 02141

Ayl 7, 1997

bz, Isabel Lightiman
Director of Persormel

Loki Elect romies Corporslion
2426 Carelon fore.

® Acceptance letter example Berkeley, CA 94721

Drear bk Lightman:

[ am pleased to accept your offer of & position es an Analyst -
Prograrmmer I in the Loki Electronics Cperating Syems Division o a
salary of $XX XXX per vear

I haore alve achr ghven wogr ¢ mrent ernplogrer notice of nogr dntevdion to
leave, and will be reacy 1o repor for work on the dare wom e orione d in
wour lemtey, June 1.

[ look foremrd to & Jong and vewmeding caeer with Lol

Since rely,

Denze] Adams
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Auliagt on Heighe s Program s Associstes
16 Cak Steest
Springfield, CA 90467

Doswerber 11, 1994

Custormer Relations
Turing Diata Solwtions
2345 Maple Asrenie
Telnmmrain View, CA 94941

Drear Cugomer Belations:

[ama sysems engineer at Arlington Heights Programming Associste s
developing & newr client-erwer networked database sreten for 1o non-
proflt comporations.

I teammn is considering vsing wour new release of Oimega Database Plus
1.0as a key part of the swstem. If we ncorporste your prodoct o our
design, our clienrs will need 1o purchase o leas a rotal of 140 eopies of
o aofteee.

W have read sour prornotional maternal and are very wterested i using
your prodoct . W need, however, the answers 1o 1he following quedions
before wre can decide whether or not to use Cmega Darabase Plus:

1. Avevou gl plannng to wleass the Cimega Database Plus Yeraon 1.0
o Febirnagr 12, 19987

£. What L AN exrriromme s will sour peoduct support?

3. Wil your produet swppor PGP encpyption?

Fage 2

[ wromld be hegper to talk to sron further showt yourpreoduct . “iow can call
e & (415) 668-4323 or e-madl me st egarrelsGarhpro com.

Sincerebr,

Edzar Garrels
Senioy Hroems Engineer

ce: M B Wilhams




