
example of a business letter

Examples of Business Letters: A Comprehensive
Guide

Introduction:

Understanding the Importance of Effective Business
Letters in Today's Digital Age

In today's fast-paced digital world, the art of writing a professional
business letter might seem outdated. However, a well-crafted letter can still
significantly impact your business communication, leaving a lasting
impression on recipients. This comprehensive guide provides examples of
business letters for various purposes, highlighting key elements and best
practices to ensure your message is clear, concise, and effective. From
formal inquiries to informal thank-you notes, mastering business letter
writing remains a crucial skill for professionals across all industries.

Article Outline:

I. Different Types of Business Letters:
a. Formal Business Letters (e.g., complaint letter, application letter)
b. Informal Business Letters (e.g., thank-you letter, follow-up letter)

II. Key Components of a Business Letter:
a. Heading and Date
b. Recipient's Address (Inside Address)
c. Salutation
d. Body Paragraphs (Introduction, Main Points, Conclusion)
e. Complimentary Close
f. Signature and Typed Name
g. Enclosures (if any)

III. Examples of Business Letters:
a. Formal Complaint Letter Example
b. Formal Application Letter Example
c. Informal Thank-You Letter Example
d. Informal Follow-Up Letter Example

IV. Tips for Writing Effective Business Letters:
a. Clarity and Conciseness
b. Professional Tone



c. Proofreading and Editing
d. Choosing the Right Format

Body:

I. Different Types of Business Letters:

Formal Business Letters: Maintaining Professionalism
and Structure

Formal business letters are characterized by their professional tone,
structured format, and adherence to established business etiquette. They are
typically used for official communication such as complaints, applications,
or requests for information.

Informal Business Letters: Fostering a More Personal
Connection

Informal business letters, while maintaining a professional demeanor, allow
for a more personal and conversational tone. These are often used for thank-
you notes, follow-up communications, or internal memos within an
organization.

II. Key Components of a Business Letter:

The Heading and Date: Essential Beginning Elements

The heading typically includes your company's letterhead or your personal
address, followed by the date. This provides the recipient with essential
contact information and the date of correspondence.

Recipient's Address (Inside Address): Ensuring
Accurate Delivery

The inside address contains the recipient's full name and title, company name
(if applicable), and complete mailing address. Accurate addressing ensures
timely delivery and avoids confusion.



Choosing the Right Salutation: Setting the Tone

The salutation, typically "Dear Mr./Ms./Mx. [Last Name]," sets the tone of
the letter. Use a formal salutation for formal letters and a slightly less
formal one for informal letters, ensuring accuracy and respect.

Structuring Body Paragraphs: Introduction, Main
Points, Conclusion

The body of the letter should be structured logically with a clear
introduction, a detailed explanation of your main points, and a concise
conclusion summarizing your message. Each paragraph should focus on a single
idea.

The Complimentary Close: A Professional Sign-off

The complimentary close, such as "Sincerely," "Respectfully," or "Best
regards," concludes the letter professionally. Choose a close that suits the
letter's formality.

Signature and Typed Name: Adding Personal Touch and
Clarity

Your handwritten signature followed by your typed name adds a personal touch
and clarifies your identity. Ensure your signature is legible.

Enclosures: Indicating Additional Documents

If you've included any additional documents, indicate them with
"Enclosure(s)" or list them specifically below your signature.

III. Examples of Business Letters:

Example of a Formal Complaint Letter: Addressing
Concerns Professionally

[Insert example of a well-structured complaint letter, addressing a specific
issue and requesting a resolution.]



Example of a Formal Application Letter: Highlighting
Relevant Skills and Experience

[Insert example of a strong application letter showcasing relevant skills,
experience, and qualifications for a specific job.]

Example of an Informal Thank-You Letter: Expressing
Gratitude Concisely

[Insert example of a brief and appreciative thank-you letter following an
interview or a business meeting.]

Example of an Informal Follow-Up Letter: Reinforcing
Interest and Next Steps

[Insert example of a concise follow-up letter reiterating interest and
suggesting next steps in a business deal or project.]

IV. Tips for Writing Effective Business Letters:

Clarity and Conciseness: Getting Straight to the
Point

Use clear and concise language, avoiding jargon or overly complex sentences.
Get straight to the point and avoid unnecessary wordiness.

Maintaining a Professional Tone: Projecting
Credibility and Respect

Maintain a professional tone throughout your letter, using appropriate
language and avoiding slang or informal expressions.

Proofreading and Editing: Ensuring Accuracy and
Professionalism

Always proofread and edit your letter carefully before sending it. Typos and
grammatical errors can undermine your credibility.



Choosing the Right Format: Adhering to Conventions

Follow standard business letter formatting conventions for consistent
presentation and professional appearance. Consider using a professional
template.

Conclusion:

Mastering the art of writing effective business letters remains a valuable
asset in today's business world. By understanding the different types of
business letters, their key components, and best practices, you can craft
professional and impactful communications that strengthen your business
relationships and achieve your objectives. Remember to prioritize clarity,
professionalism, and accuracy in all your correspondence.

Frequently Asked Questions (FAQs):

Q: What is the difference between a formal and an informal business letter?
A: Formal letters are used for official communication and maintain a strictly
professional tone, while informal letters allow for a more personal approach
while remaining professional.

Q: What font and font size should I use for a business letter?
A: Times New Roman or Arial in 12-point font size are generally recommended.

Q: How long should a business letter be?
A: Aim for brevity. Most business letters are one page long, focusing on
concisely delivering the main points.

Q: Should I use a business letter template?
A: Using a template can help maintain consistency and professional
formatting, but ensure you customize it to fit your specific needs.

Q: What if I make a mistake?
A: If you make a mistake, don't send the letter. Revise and proofread again
before sending.
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  example of a business letter: Business Letter Handbook Michael Muckian, John A Woods,
1997-08-01 With hundreds of ready-to-use model business letters that you can adapt for your own
business correspondence! These clear, easy-to-follow sample letters cover the most important type
of business correspondence: Proposals and requests for bids or information Claims, complaints, and
policy statements Sales and solicitation letters And many more! They'll make your business
communications quicker, easier, and more efficient by showing you how to create outstanding
letters that get your point across—and get results you want. Effective phrases • Clear terminology •
Proper format
  example of a business letter: Over 300 Successful Business Letters for All Occasions Alan J.
Bond, 1998 Hundreds of model letters you can adapt and personalize for your own correspondence
needs.
  example of a business letter: Model Business Letters, E-mails & Other Business
Documents Shirley Taylor, Leonard Gartside, 2004 This book is the ultimate, single-source guide
for writing clear, effective business documents. A comprehensive, easy-to-use reference book packed
with valuable information, useful techniques, practical tips and guidelines.
  example of a business letter: Strategic Business Letters and E-mail Sheryl
Lindsell-Roberts, 2004 E-mail and computer keyboards may have replaced dictation and typewriters
in the business world, but the importance of clear and effective written communication has never
been greater. In her all-new book, business-writing expert Sheryl Lindsell-Roberts offers practical
advice on writing messages guaranteed to get results. Drawing on her experience leading writing
workshops for Fortune 500 companies, Lindsell-Roberts walks the reader through a variety of
letter-writing exercises and shows how a well-crafted message can make any writer stand out in the
crowd. Getting from a blank page or screen to a results-oriented message is easy with
Lindsell-Roberts's proven Six Step Process. And numerous tips and reminders help make the central
point that a successful message should always focus on what the primary reader needs to know. Best
of all, Strategic Business Letters and E-mail is designed to save the user time and effort. Specific
chapters on such areas as sales and marketing, customer relations, and personal business offer
hundreds of sample letters, memos, and e-mail messages that can be used verbatim or with minimal
alteration to fit a particular circumstance. Opening this invaluable book is the first step to
jump-starting effective business communication.
  example of a business letter: Ask a Manager Alison Green, 2018-05-01 From the creator of
the popular website Ask a Manager and New York’s work-advice columnist comes a witty, practical
guide to 200 difficult professional conversations—featuring all-new advice! There’s a reason Alison
Green has been called “the Dear Abby of the work world.” Ten years as a workplace-advice
columnist have taught her that people avoid awkward conversations in the office because they
simply don’t know what to say. Thankfully, Green does—and in this incredibly helpful book, she
tackles the tough discussions you may need to have during your career. You’ll learn what to say
when • coworkers push their work on you—then take credit for it • you accidentally trash-talk
someone in an email then hit “reply all” • you’re being micromanaged—or not being managed at all
• you catch a colleague in a lie • your boss seems unhappy with your work • your cubemate’s loud
speakerphone is making you homicidal • you got drunk at the holiday party Praise for Ask a
Manager “A must-read for anyone who works . . . [Alison Green’s] advice boils down to the idea that
you should be professional (even when others are not) and that communicating in a straightforward
manner with candor and kindness will get you far, no matter where you work.”—Booklist (starred
review) “The author’s friendly, warm, no-nonsense writing is a pleasure to read, and her advice can
be widely applied to relationships in all areas of readers’ lives. Ideal for anyone new to the job
market or new to management, or anyone hoping to improve their work experience.”—Library
Journal (starred review) “I am a huge fan of Alison Green’s Ask a Manager column. This book is even
better. It teaches us how to deal with many of the most vexing big and little problems in our
workplaces—and to do so with grace, confidence, and a sense of humor.”—Robert Sutton, Stanford
professor and author of The No Asshole Rule and The Asshole Survival Guide “Ask a Manager is the



ultimate playbook for navigating the traditional workforce in a diplomatic but firm way.”—Erin
Lowry, author of Broke Millennial: Stop Scraping By and Get Your Financial Life Together
  example of a business letter: International Business Correspondence Sinee Sankrusme,
2017-04 International business correspondence is not simply writing or information exchange. It is
something that you want others to know about you – to know about your business and the way you
deal with business transactions. It is by the way you create your letter that your reader can identify
whether you are friendly, rude, or you just simply want to do business. Your letter shows your
attitude. This is one reason why it is important to consider your way of writing, write professionally
and with courtesy. Success of business transactions is not only dependent on your ability to talk and
communicate verbally, but also the way you communicate in letters. How important is learning the
proper way of writing business letters? This book will help you to improve your written
communication by guiding you through the steps and guidelines of making an effective letter. Aside
from that, you will learn to see that planning is important. Gathering information and doing some
research will help you. As you go through answer complaints, it will save you to make adjustments, it
is important and friendly to reply to inquiries, it is good to be precise in your quotations, it is proper
to acknowledge placed orders or acknowledge payment, it is worth to check all outgoing orders for
shipment and delivery, it is important to have an insurance policy, it is tedious to deal internationally
without bank transactions, and it is by connection that you can increase your sales. You need to
connect to your customers and readers in order to build a good working relationship. If you are able
to establish a good relationship, they will value you as their business partners. Skills in creating
business letters are important for the success of your business. Business letter writing skills will also
boost your confidence as a businessman and will help boosting your business as well. This book aims
to help students to develop their skills and confidence in writing international busi-ness letters. It
can also serve as a reference for students at college and university levels.
  example of a business letter: 1001 Business Letters for All Occasions Corey Sandler,
Janice Keefe, 2008-06-01 We live in a world of instant and constant communication, yet business still
demands that we choose our words carefully and express ourselves clearly. Whether you're sending
a quick IM or a formal proposal, 1001 Business Letters for All Occasions ensures that you'll convey
your message effectively. Inside you'll find proven templates and model letters for every type of
business situation--and text format--including: Sales pitches that land the account Press releases to
guarantee you media coverage Customer service letters that build customer trust and loyalty
Collection requests to ensure prompt payment Internal corporate memos to update employees on
important changes Email, text messaging, and instant messaging protocols that save time and
resources Whether communicating with internal staff or corresponding with customers and clients,
it's never been easier to write the perfect business letter.
  example of a business letter: Business Writing For Dummies Natalie Canavor, 2013-07-29
How many pieces of paper land on your desk each day, or emails in your inbox? Your readers – the
people you communicate with at work – are no different. So how can you make your communication
stand out from the pile and get the job done? Whether you’re crafting a short and sweet email or
bidding for a crucial project, Business Writing For Dummies is the only guide you need. Inside you’ll
find: The basic principles of how to write well How to avoid the common pitfalls that immediately
turn a reader off Crucial tips for self-editing and revision techniques to heighten your impact Lots of
practical advice and examples covering a range of different types of communication, including
emails, letters, major business documents such as reports and proposals, promotional materials, web
copy and blogs - even tweets The global touch - understand the key differences in written
communication around the world, and how to tailor your writing for international audiences
  example of a business letter: Business Etiquette For Dummies Sue Fox, 2011-01-31 Make
no mistake, etiquette is as important in business as it is in everyday life — it’s also a lot more
complicated. From email and phone communications to personal interviews to adapting to corporate
and international cultural differences, Business Etiquette For Dummies, 2nd Edition, keeps you on
your best behavior in any business situation. This friendly, authoritative guide shows you how to



develop good etiquette on the job and navigate today’s diverse and complex business environment
with great success. You’ll get savvy tips for dressing the part, making polite conversation, minding
your manners at meetings and meals, behaving at off-site events, handling ethical dilemmas, and
conducting international business. You’ll find out how to behave gracefully during tense
negotiations, improve your communication skills, and overcome all sorts of work-related challenges.
Discover how to: Make a great first impression Meet and greet with ease Be a good company
representative Practice proper online etiquette Adapt to the changing rules of etiquette Deal with
difficult personalities without losing your cool Become a well-mannered traveler Develop good
relationships with your peers, staff, and superiors Give compliments and offer criticism Respect
physical, racial, ethnic, and gender differences at work Learn the difference between “casual
Friday” and sloppy Saturday Develop cubicle courtesy Avoid conversational faux pas Business
etiquette is as important to your success as doing your job well. Read Business Etiquette For
Dummies, 2nd Edition, and make no mistake.
  example of a business letter: The Encyclopedia of Business Letters, Faxes, and E-mail
Robert W. Bly, Regina Anne Kelly, 2009-01-15 A revised, updated edition with more than three
hundred sample letters, memos, and e-mails, and new tips on how to use and adapt them. The era of
long, leisurely letters is gone—no one has time to waste in today’s workplace, and communication
revolves around fast faxes, instant e-mails, crisp memos, and concise messages. That’s where The
Encyclopedia of Business Letters, Faxes, and E-mails can help—whether you’re starting out in the
corporate world or just want to feel more confident in your daily business writing. You’ll find more
than three hundred sample letters, memos, and e-mails you can use as-is or adapt for your own
purposes. Letters are organized into chapters by category, and a detailed table of contents guides
you quickly to the one that best suits your needs. Each is accompanied by useful information,
including how to format, design, print, and deliver your correspondence for best effect. This revised
edition contains more help than ever, with: • An expanded introduction to letters, faxes, and e-mails,
with new tips on the best use of each • Guidance on the nuances of e-mail, including how to avoid
common pitfalls • Dozens of additional sample e-mail formats to meet today’s communication needs
•. More focused directions for organizing your thoughts and composing even the toughest kinds of
correspondence
  example of a business letter: Contemporary Business Communication Scot Ober, 2002-03
Throughout this edition, Ober prepares students for the accelerated pace of business communication
by clearly connecting every topic, example, and exercise to the modern workplace. In addition to the
basics of written and oral communication, the student text features a practical, how-to introduction
to the best practices for using email, voicemail, the Internet, and other innovations in
communication technology. The Fifth Edition comes with two free CD-ROMs: the Urban Systems
Case Study, offering a series of workplace simulations; and BusCom Writer, including writing
modules for 10 basic business documents.
  example of a business letter: How to Write Letters James Willis Westlake, 1876
  example of a business letter: The Pharmacy Professional's Guide to Résumés, CVs &
Interviewing Thomas P. Reinders, 2006 CD-ROM contains: Text excerpts and sample documents.
  example of a business letter: The Ultimate Sales Letter Dan S. Kennedy, 2011-02-14 Rev.
ed. of: The ultimate sales letter: attract new customers, boost your sales. 3rd ed. 2006.
  example of a business letter: English Business Letters F. W. King, D. Ann Cree, 1991
  example of a business letter: Founding Finance William Hogeland, 2012-10-01 The author of
The Whiskey Rebellion “dig[s] beneath history’s surface and note[s] both the populist and
anti-populist dimensions of the nation’s founding” (Library Journal). Recent movements such as the
Tea Party and anti-tax “constitutional conservatism” lay claim to the finance and taxation ideas of
America’s founders, but how much do we really know about the dramatic clashes over finance and
economics that marked the founding of America? Dissenting from both right-wing claims and certain
liberal preconceptions, Founding Finance brings to life the violent conflicts over economics, class,
and finance that played directly, and in many ways ironically, into the hardball politics of forming



the nation and ratifying the Constitution—conflicts that still continue to affect our politics,
legislation, and debate today. Mixing lively narrative with fresh views of America’s founders, William
Hogeland offers a new perspective on America’s economic infancy: foreclosure crises that make our
current one look mild; investment bubbles in land and securities that drove rich men to high-risk
borrowing and mad displays of ostentation before dropping them into debtors’ prisons; depressions
longer and deeper than the great one of the twentieth century; crony mercantilism, war profiteering,
and government corruption that undermine any nostalgia for a virtuous early republic; and
predatory lending of scarce cash at exorbitant, unregulated rates, which forced people into
bankruptcy, landlessness, and working in the factories and on the commercial farms of their
creditors. This story exposes and corrects a perpetual historical denial—by movements across the
political spectrum—of America’s all-important founding economic clashes, a denial that weakens and
cheapens public discourse on American finance just when we need it most.
  example of a business letter: Barnes' Business Letters in Shorthand Lovisa Ellen Barnes,
1910
  example of a business letter: 1001 Letters For All Occasions Corey Sandler, 2004-01-01
Dear Reader, Welcome to fictional Smalltown, Ohio--where every resident knows how to write clear,
concise, attention-grabbing letters. With more samples than any other book, 1001 Letters for All
Occasions is the resource any time written communication is in order. Letters are still the best way
to communicate, and the residents of Smalltown are happy to share their best examples with you.
We provide letters for every personal and business need, including apologies, business proposals,
complaints, congratulations, cover letters, invitations, condolences, thanks, and travel letters in
three languages. Whether you are writing to your bank, your child's school, or a large government
agency, our picture-perfect sample letters will get you the response you want! Sincerely, Corey
Sandler and Janice Keefe
  example of a business letter: Business Correspondence Lin Lougheed, 2003 'Business
Correspondence' introduces adult ESL students to the proper formats and approaches to use in
basic office communication. The text offers students extensive contextualised practice, while extra
grammar and punctuation exercises boost students' basic English skills.
  example of a business letter: Open Technical Communication Tamara Powell, Jonathan
Arnett, Cassandra Race, Monique Logan, Tiffani Reardon, 2020-08-19 Technical communication is
the process of making and sharing ideas and information in the workplace as well as the set of
applications such as letters, emails, instructions, reports, proposals, websites, and blogs that
comprise the documents you write...Specifically, technical writing involves communicating complex
information to a specific audience who will use it to accomplish some goal or task in a manner that is
accurate, useful, and clear. Whether you write an email to your professor or supervisor, develop a
presentation or report, design a sales flyer, or create a web page, you are a technical communicator.
(Chapter 1)
  example of a business letter: Letterwriting in Renaissance England Folger Shakespeare
Library, Alan Stewart, Heather Wolfe, 2004 Reproduces in full size and transcribes a number of
letters from the early sixteenth to the early eighteenth centuries
  example of a business letter: The AMA Handbook of Business Letters Jeffrey L. Seglin,
Edward Coleman, 2002 This book/CD-ROM reference for professionals teaches letter-writing basics
and offers style and grammar guidelines, along with some 365 sample letters for sales, marketing,
and public relations, vendor and supplier issues, credit and collections, transmittal and confirmation,
personnel matters, and every other business situation. Appendices list frequently misused words,
punctuation guidelines, abbreviations, and telephone and online grammar hotlines. The CD-ROM
contains all of the sample letters from the book, which can be customized for immediate use. Seglin
teaches magazine publishing in the graduate department of writing, literature, and publishing at
Emerson College. Annotation copyrighted by Book News, Inc., Portland, OR
  example of a business letter: Model Business Letters, Emails and Other Business
Documents Shirley Taylor, 2015-09-25 For anyone who wants to communicate effectively in



business,this is your complete reference guide for any form of written communication. Packed with
over 500 sample documents, over 100 tips for better business writing and useful templates you can
apply to your writing immediately, Model Business Letters will help you put the key rules of good
business writing into action.
  example of a business letter: Communicating in Business Robert Gayle Insley, 2014
Communicating in Business prepares the reader, ranging from students to employees, to
communicate effectively and efficiently in an ever-changing environment. This introductory business
communication textbook offers a practical and valuable source which serves a variety of disciplines
within universities, junior colleges, and community colleges as well as corporate and government
personnel--Page 4 of cover.
  example of a business letter: Sales Engagement Manny Medina, Max Altschuler, Mark
Kosoglow, 2019-03-12 Engage in sales—the modern way Sales Engagement is how you engage and
interact with your potential buyer to create connection, grab attention, and generate enough
interest to create a buying opportunity. Sales Engagement details the modern way to build the top of
the funnel and generate qualified leads for B2B companies. This book explores why a Sales
Engagement strategy is so important, and walks you through the modern sales process to ensure
you’re effectively connecting with customers every step of the way. • Find common factors holding
your sales back—and reverse them through channel optimization • Humanize sales with personas
and relevant information at every turn • Understand why A/B testing is so incredibly critical to
success, and how to do it right • Take your sales process to the next level with a rock solid, modern
Sales Engagement strategy This book is essential reading for anyone interested in up-leveling their
game and doing more than they ever thought possible.
  example of a business letter: Dracula Bram Stoker, 1982-04-12 String garlic by the window
and hang a cross around your neck! The most powerful vampire of all time returns in our Stepping
Stone Classic adaption of the original tale by Bran Stoker. Follow Johnathan Harker, Mina Harker,
and Dr. Abraham van Helsing as they discover the true nature of evil. Their battle to destroy Count
Dracula takes them from the crags of his castle to the streets of London... and back again.
  example of a business letter: The Forbes Book of Great Business Letters Erik A. Bruun,
2001
  example of a business letter: Ultimate Guide to Optimizing Your Website Jon Rognerud,
2014-02-18 Revised edition of the author's Ultimate guide to search engine optimization.
  example of a business letter: The Chicago Manual of Style University of Chicago. Press, 2003
Searchable electronic version of print product with fully hyperlinked cross-references.
  example of a business letter: Masters of Disaster Christopher Lehane, Mark Fabiani, Bill
Guttentag, 2012-12-11 The foolproof guide to damage control from the masters of disaster Whether
you're a politician caught with his pants down, a publicly traded company accused of accounting
improprieties, a family-owned restaurant with a lousy Yelp review or just the guy in the corner
cubicle who inadvertently pushed reply all, a crisis doesn't have to be the make-or-break moment of
your career. For those of us that aren't natural spin doctors, it's hard to resist the impulse to cover
your tracks, lie, or act like nothing happened. But resist you must! In Masters of Disaster,
Christopher Lehane and Mark Fabiani, reveal the magic formula you need to take control when it's
your turn to be sucked into the vortex of the modern spin cycle. Covering the ten commandments of
damage control, and based on their work for clients like Bill Clinton, Goldman Sachs and Hollywood
studios, the authors outline the strategies that can make real time news alerts, Twitter trend lines
and viral videos work for you rather against you. Full of both lively personal anecdotes and
hard-knuckled straight talk, this is a must-read for anyone who wants to emerge with their
reputation intact.
  example of a business letter: Business Letters, how to Write Them Timothy Burr Thrift,
Benjamin John Campbell, Bruce Lafayette Vass, 1916
  example of a business letter: Letter Writing Agnes H. Morton, 1906
  example of a business letter: How to Write Business Letters Walter Kay Smart, 1916



  example of a business letter: Letters to Amelia Lindsay Zier-Vogel, 2021-09-07 Grace Porter
is reeling from grief after her partner of seven years unexpectedly leaves. Amidst her heartache, the
30 year-old library tech is tasked with reading newly discovered letters that Amelia Earhart wrote to
her lover, Gene Vidal. She becomes captivated by the famous pilot who disappeared in 1937. Letter
by letter, she understands more about the aviation hero while piecing her own life back together.
When Grace discovers she is pregnant, her life becomes more intertwined with the mysterious pilot
and Grace begins to write her own letters to Amelia. While navigating her third trimester, amidst
new conspiracy theories about Amelia's disappearance, the search for her remains, and the
impending publication of her private letters, Grace goes on a pilgrimage of her own. Letters to
Amelia is a stunning, contemporary epistolary novel from the creator of the internationally
acclaimed Love Lettering Project. It underscores the power of reading and writing letters for both
connection and self-discovery, and celebrates the unwritten, undocumented parts of our lives. Above
all, Letters to Amelia is a story of the essential need for connection--and our universal ability to find
hope in the face of fear. Praise for Letters to Amelia: Brimming over with Lindsay Zier-Vogel's
obvious love for the story of Amelia Earhart, Letters to Amelia is a wonderful novel about flight and
passion, about love-letters and reaching out; a novel about how we never know quite what's coming
next, but still keep launching ourselves into the blue tomorrow.--Jon McGregor, author of Reservoir
13 A tender portrait of heartbreak and a thoughtful ode to new motherhood. Letters to Amelia is an
endorsement of finding our own ways to heal, and a celebration of that big, messy, wonderful
journey of coming into one's own. Charming and beautifully rendered, this is a big-hearted hopeful
novel, full of life and love. --Stacey May Fowles, author of Baseball Life Advice: Loving the Game that
Saved Me When we think of Amelia Earhart, we think enigmatic adventurer and feminist
pioneer--and, of course, of her mysterious disappearance. But in Letters to Amelia, we meet a
different Amelia Earhart, as seen through the eyes of Grace, the novel's protagonist, a young library
tech tasked with reading her letters: an Amelia who is funny, charming, joyful, sad, and most of all,
full of life. Zier-Vogel writes with uncanny empathy about heartbreak, friendship, motherhood, and
the common threads that connect women across time, geography, and even between earth and sky.
Letters to Amelia is a gorgeous, big-hearted debut that will make you feel like you are flying, and
Zier-Vogel is a writer whose career is about to soar. --Amy Jones, author of Every Little Piece of Me
Letters to Amelia invites us to hold our heroines close and to take heart - it is gentle and joyous, full
of tenderness, alive and sturdy with hope. --Anne Michaels, author of Fugitive Pieces and The Winter
Vault
  example of a business letter: Communicating for Results Assistant Professor Department
of Professional Communication Carolyn Meyer, Carolyn Meyer, 2012-04-25 Designed to equip
students with the skills for effective business communication, Communicating for Results offers
practical, classroom-tested instruction not just in grammar but in the rhetorical techniques and
persuasive strategies that students need to become effective writers and speakers.Supplemented
with abundant group and individual activities to reinforce key principles and help students hone
their skills, this invaluable text will teach students to communicate with confidence.
  example of a business letter: Essentials of Business Communication Mary Ellen Guffey,
2004 This text-workbook is a streamlined, no-nonsense approach to business communication. It
takes a three-in-one approach: (1) text, (2) practical workbook, and (3) self-teaching
grammar/mechanics handbook. The chapters reinforce basic writing skills, then apply these skills to
a variety of memos, letters, reports, and resumes. This new edition features increased coverage of
contemporary business communication issues including oral communication, electronic forms of
communication, diversity and ethics.
  example of a business letter: How to Use the Power of the Printed Word Malcolm S. Forbes,
1985 Read better, write better, communicate better by learning how to use the power of the printed
word. A unique compilation of practical advice and information from the pros: thirteen nationally
known figures whose very success has depended on their ability to communicate. -- Back cover.
  example of a business letter: Business Letter-writing Roy Davis, Clarence Hart Lingham,



1925
  example of a business letter: Business Letters Calvin Osborne Althouse, 1910
  example of a business letter: The Redbook Bryan A. Garner, 2006 This book provides a
comprehensive guide to the essential rules of legal writing. Unlike most style or grammar guides, it
focuses on the special needs of legal writers, answering a wide spectrum of questions about
grammar and style -- both rules and exceptions. It also gives detailed, authoritative advice on
punctuation, capitalization, spelling, footnotes, and citations, with illustrations in legal context.
Designed for law students, law professors, practicing lawyers, and judges, the work emphasizes the
ways in which legal writing differs from other styles of technical writing. Its how-to sections deal
with editing and proofreading, numbers and symbols, and overall document design. Features: *
Cautions on use of 500 stuffy phrases and needless legalisms, along with their everyday English
translations * Details rules for 800 words with required prepositions in certain contexts * Explains
the correct usage of more than 1,000 words that are often troublesome to legal writers * Gives tips
on preparing briefs and other court documents, opinion letters and demand letters, research memos,
and contracts * Provides model documents of all types of legal documents and pleadings Reviews
200 terms of art that take on new meanings in legal contexts
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