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What is 

business 

letter?A Business Letter is type 

of letter which serves 

as a means of 

communication written 

for various commercial 

purposes. 



CLASSIFICATION OF BUSINESS 
LETTER
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Formal Business 
Letter 

Informal Business 
Letter 
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Full Block Style 

Modified Block 
Style

Indented or 
Semi Block Style 



FULL BLOCK STYLE 
• Full block style business letters have a formal appearance, 

however they can be used in informal business situations as well.

❑Characteristics:

❖All elements are left aligned to the left margin of the page.

❖Neat & simple appearance. 

❖Paragraphs are separated by double line space.



FULL BLOCK STYLE 



MODIFIED BLOCK STYLE
•Modified block business letters use a slightly different format 

from the full block business letters. 

❑Characteristics:

❖Sender's details & date begin at the center point of page line.

❖Paragraphs may be indented 5 spaces.

❖Stay in block style at the left margin. 



MODIFIED BLOCK STYLE



SEMI BLOCK STYLE
• Semi-block format letter, all text is left aligned  (except the 

author's address, date, and closing), paragraphs are indented.

❑Characteristics:

❖Beginning of each paragraph is not flush left but inset 5 

character space.

❖The rest lines are flush left.

❖Paragraphs are separated by one empty line space.



SEMI BLOCK STYLE







COMPARISON OF THE FORMATS
FULL BLOCK MODIFIED BOLCK SEMI BLOCK

All alignments are left 

aligned.

Date, signature line & 

senders address are left 

aligned.

Date line & signature 

slot are not left aligned.

Paragraphs are 

separated by double 

line space.

Paragraphs are 

separated by single or 

double line space.

Paragraphs are 

separated by double 

line space.

No indented lines. No indented lines. Beginning of each 

paragraph is indented.



PARTS OF A BUSINESS LETTER

•1.   Heading or letterhead . 

2.   Reference number .

3.   Date.

4.   Inside address .

5.   Attention line .

6.   Subject .

7.   Salutation .

8.   Body.



9.   Formal close or complimentary close

10 .Signature slot

11. Reference initial 

12. Enclosure 

13. CC (carbon copy)

14. Post script



HEADING OR LETTERHEAD 

❑It is usually given at the top center or top right 

side of the paper.

❑The heading contains necessary information 

about the organization's identity.



INFORMATION TO BE PROVIDED 
IN THE HEADING

▪Firm's name .

▪Address .

▪Trade mark.

▪Contact information ( e .G. E mail, telex, telephone ).



EXAMPLE OF HEADING



REFERENCE NUMBER

∆ The number which the receiver refers in all future correspondence is 

called reference number.

∆ Reference number is used to enable replies to be linked with the 

previous correspondence.

∆ Example: RUET-123







DATE

❑Combination of day, month and year. 

❑Records when the letter was written. 

❑Serves as an important reference. 

❑Enables quick reference in future. 

❑Helps in prompt action and orderly fining. 



PLACEMENT AND FORMAT OF DATE
#Aligned with the return address. 

#Number of date is pronounced as an ordinal figure. 

#The endings st, nd, rd, th etc. are often omitted in writing. 

#Month should be fully spelled out. 

#Year written with all four digits. 

Example: 10 December 2018(UK style) 

December 10,2018(US style)



INSIDE ADDRESS
#The address of the letter's recipient. 

#Contains the name and address information belonging to the 

recipient. 

#Makes a report on the copy which helps in identification in filing 

purpose. 

#The letter will not be sent if the inside address is wrong. 

#Confirmation of correct spelling of the recipient's name.



ALLOCATION AND METHOD OF 
WRITING OF INSIDE ADDRESS

#Should be justified to the left margin of the letter. 

#Placed 2 space below the date (for very short letter 4 

spaces is acceptable). 

#Writing to a specific individual is best. 

#Us post office format is used to write the addresses. 



INFORMATION TO BE PROVIDED 
IN INSIDE ADDRESS

#Recipient's name

#Job title(if appropriate) 

#company

#Addresses

Example: Mr. Brian Dalmer

Marketing manager

National co-operative dublications

24499 commerce dark drive

Clevelent, Ohio 47239



DIFFERENCE BETWEEN HEADING AND 
INSIDE ADDRESS

HEADING INSIDE ADDRESS

✓It is the writer's information. ✓It is the information of the 

addresses. 

✓Heading starts on the first line 

of the page. 

✓Inside address starts after date. 

✓It is usually given the at the top 

center or top right side of the 

paper.

✓It is always written on the left 

margin.



ATTENTION LINE

#Indicates the names of those for whom the letter is meant. 

#Placed below the attention time and above the 

salutations. 

#Always underlined. 

#An optional part of business letter. 



SALUTATION

#A complementary greeting with which the writer begins his letter. 

#A business letter communicates information outside the 

organization and requires a salutation. 

#Type of salutation depends on the relationship with the 

recipient. 

#Normally begins with the word "dear" and always includes the 

person's last name. 



WRITING METHOD OF 
SALUTATION

#Should be written below the inside address or attention line 

leaving some space (1 or 2 line) before the body of the letter. 

#As a general rule the greeting in a business letter ends in a 

colon(US style) 

#Example: Dear Mr. Farmer: (formal) 

Dear sir(s): or madam: (if the person's name is known)



SUBJECT LINE

#Gives an idea about what the correspondence is about. 

#Immediately draws attention to the topic of the letter. 

#Quickly identifies the purpose of the letter. 

#Helps the recipient in dealing successfully with the aims of letter. 

#Provides a further reference. 



PROCESS OF WRITING OF SUBJECT 
LINE

#Placed below the salutation line. 

#Can also be placed between the recipient's address and the salutation(us style) 

#Usually begins at the left margin. 

#May also begin from center. 

#May be emphasized by underlining, using bold font or all capital letters. 

Example: product number: 34/175

Product number: 34/175

PRODUCT NUMBER: 34/175



EXAMPLE
Date: 14 February 2019

Ms. Tia Turfingeon

ACTION ITEMS

3400 Onesite Parkway

Denver, CO 80016

ATTN: Sales Manager

Dear Ms. Turfingeon,

Subject: Order No.  567/05    







BODY
➢Begins two spaces below the salutation.

➢Contains the message or the information to be communicated

➢Most important, lengthiest, prominent part - written in correct and impressive 

style.

Divided normally into four parts:

➢First begins the letter and builds up a relationship with the reader.

➢Second and third one consists the proper subject matter.

➢Fourth paragraph brings the letter to end. 

The body is where you explain why you are written.



FORMAL CLOSE
➢It is written two spaces below the  last line of the body. 

➢It is a polite way of saying "good bye".

➢It is written below the last  paragraph of the either left side or right side 

depending on the style of letter.

➢The first letter is capitalized and  always followed by a comma.

➢It depends on the tone and degree of formality.

Example :

Formal: Sincerely, Yours faithfully.

Informal: Best wishes, Cordially yours



SIGNATURE SLOT

➢Signature contains the full name of the writer.

➢First comes signature (pen written). Sign your first and last name.

➢Second line-type written name.

Example:

Sincerely,

Abu Shad 

Abu Shad



REFERENCE INITIAL

➢When typed initials are put, it refers the reference initials.

➢These are useful for office checking. They are typed adjacent to 

the left margin, a double space below the signature lines.

➢Example : PM:SC

Writers name : Promat Mashud.

Typist's name : Shad Chowdhury



DIFFERENCE BETWEEN SALUTATION 
AND FORMAL CLOSE 

Salutation Formal close
✓ It is greeting the addressee. ✓ It is just a gentle way of ending 

letter.

✓ Should be written below the 

address.

✓ It is written below the last paragraph 

of the body.

✓ There is an optional comma at the 

end.

✓ There is a mandatory comma at the 

end. 

✓ Example : Dear Sir,

Dear Sales Manager

✓ Example : Sincerely, 

Yours faithfully





CONTENTS

Enclosure

Copy

Notation

Postscripts



ENCLOSURE

• "Enclosure is a cover letter. “

# Writing method :

• Enclosure notation is usually written in two ways-

1. Identify the number of enclosures against the notation. 

2. The specific items enclosed. (Catalogues, prospectus & price list)



ENCLOSURE

→Use the plural form ("enclosure") if more than one item is enclosed.

→Enclosure mention the documents which are attached with the letter.

→Name should be mentioned in additional cases. 



CC or COPY NOTATION

• A copy notation is a list of people that ought to receive a copy of the letter. 

• Here (BPC)

❑Examples :

• bpc : Iohn Ardion

• Or, bpc : Fedrik Wohlar

• Or, copy : Max Richard



CC or COPY NOTATION

★CC indicates that a carbon copy of the letter was sent to some other 

person(s) listed.

★ CC is now rearly used in business purposes.

★Modern term "PC" for Photo Copy, "CC" for Carbon Copy or simply "Copy“

# Writing method :

→ At the left margin



POSTSCRIPTS

★Comes from latin " post scriptum".

★The last item occurs in the letter. 

★Used for added emphasis. 

# Writing method :

Double space below the last notation or signature block.

Example:

P.S : please remember the exclusive price that is offered only for boishakhi festival & is valid 

till 14th april,2019.









What is a Memo ?

A memorandum is a written 

message that may be used 

in a business office.



MEMO

❑Used for internal transaction; which transaction didn’t involve 

another business or individual entry.

❑The main source documents are not suitable for internal 

transaction.



WHEN A MEMO REQUIRED?



WHEN A MEMO REQUIRED?



PURPOSES OF MEMO



ADVANTAGES OF MEMO

Inexpensive

Fast

Concise
Written 
evidence

Easy to 
delivr

Memos 

are…



CONTENTS OF MEMO

• Heading (Company Name)

• Reference no.

• Date

• Name of the Recipient (With designation)

• Name of the Sender (With designation)

• Subject of the written memo (In short, To the point)

• Body (Detailed)

• CC or Copies To (List of the rest of the existing copies of the memo)



FORMAT OF MEMO WRITING



SAMPLE MEMO









REPORT WRITING 
(DEFINITION)

• An analysis of the data of the investigation written in as objective logical and 

factual way 

• A process involving  activities

❖Thinking 

❖Writing 

❖Discussing 

❖Revising



TYPES OF REPORTS



PARTS OF REPORT

Introduction
#Establishes the tone of the report

#States the purpose of the report

Body

#Presents and interprets data 

#Details of the information 

Conclusion

#Summary of the data

#Suggestions and recommendation



FACTORS SHAPING REPORT

Purpose

Target Audience

Tone



STEPS FOR AN EFFECTIVE REPORT WRITING

• Collecting ideas 

• Writing a first draft 

• Revising the draft 

• Proof reading 

• Publishing



DIFFERENCE BETWEEN ORAL AND WRITTEN REPORTS 

ORAL REPORTS WRITTEN REPORTS 

✓ Instance feedback is possible. ✓Written reports instant feedback is not 

possible.

✓Does not have any permanent record. ✓Always has permanently record.

✓ Take less time to prepare and transmit 

messages.

✓ Takes more time to prepare and transmit 

messages.

✓ Less significant in organizational context. ✓More significant  organizational context

✓Cannot be referred to again and again. ✓Can be edited, reviewed stored and 

retrieved.



NOTES ON SOME REPORT

• Provides basic information 

• Short in length 

• Report on monthly budget

Information only 
report

• Most widely used 

• Important for higher study level

• Report on a product development
Research report 

• Hypothetical report 

• Includes real life experience

• A report based on an accident

Case study analysis 
report



What are the advantages of 

report writing in our business 

as well as personal life ?



Report 
planning 

skill Structuring 
a report 

well

Good 
writing 
style & 

language

Design & 
layout

Persuade 
& influence 
effectively

Keep 
records

Provide 
information

Indicate 
status

Faccilitates
research

Setting 
actions

Decision 
making

Building 
relation



FUNCTION OF REPORTS

➢Providing a record of an event on meeting.

➢Aiding decision making.

➢Persuading or influencing an audience.

➢Setting out procedures.



WHAT MAKES A GOOD REPORT?

Two of the reasons why reports are used as forms of written 

assessment are:

❑To find out what you have learnt from your reading research for 

experience;

❑To give you experience of an important skill that is widely used in the work 

place.





CONTENTS

Parts of a 
Report

Content & 
function 

of reports 
parts

Qualities 
of Good 
Reporting







Introduction

1.Terms of 
reference 

2.Background 

3.Problem

4.Approach 

5.Definition of 
special 

word used

6.outline of 
report's 
structure

Conclusion

States the major 
interference 
that can be 

drown from the 
discussion

Makes 
recommendatio

ns

Body

Sub-heading 

Methods of data 
collection 

The finding 

Discussion of 
finding



Report Tittle

Authors Name

Submission Date

TITTLE 
PAGE

List of sections

sub-section

appendices etc.

TABLE OF 
CONTENTS

Overview of 
subject matter

Methods of 
analysis

Findings

Recommendation

EXECUTIVE 
SUMMARY





Parts of the report Contents Functions

Title page Name of the report, author’s 

name, date of the submission.

To inform

Table of contents List of sections, sub-section, 

appendices etc.

To inform

Executive summary A summary of entire report. To inform

Introduction Background, problem, 

approach, definition of special 

words used.

To inform

Methods Methods or procedures which 

lead to the feelings.

To inform



Parts of the report Contents Functions

findings Result of investigation, 

research and calculation.

To inform

Conclusion Conclusion drawn from the 

findings.

To convince

recommendation Thinks that should be done as 

a result.

To persuade reason

Bibliography Books, articles magazines, 

reports, any documents that 

used for reference.

To inform



QUALITIES OF GOOD REPORTING

1.Reader Oriented

Who for? What for?

2.Brevity 

Cutting out irrelevant data                Adhere to its specification

3.Well sequenced

Logical order                                                Coherent order

4.Completeness

Source of data        Relevant data        Credibility and supporting evidence

5.Presented in appropriate language 

Linguistic correctness               Correct spelling, grammar punctuation marks







Tender is basically a 
platform generated to 

offer a competition 
between different 

bidders offering same 
work supply or service 

so that the quality 
work will be obtained 

at reasonable cost

What is 
Tender?



CHARACTERISTICS TO BE CONSIDERED

➢Implement tender process itself in an agile manner

➢Work on product and business value from the very first moment

➢Make the definition of done part of the tender

➢Create a win-win situation around stable teams and productivity 

growth 

➢Collaborate with the suppliers to realize a contract as agile as 

possible



INFORMATION TO BE ADDED IN A TENDER DOCUMENT

➢General conditions of tender

➢Schedule of times of work with clear specification

➢Special condition

➢Lay out plan &location of work

➢Availability of materials in the vicinity



TYPES OF TENDER

➢There are different types of; classified by different categories

➢They can be classified as follows

➢According to their sector

➢According to their boundary

➢According to their stage



Tender 
According 
To Their 
Sector

Govt. Sector 
Tender

Private 
sector 
Tender

Public 
Sector 

Undertaking



Govt. Sector Tender



Private Sector Tender



Public Sector Tender





CONTENTS

Classification 
of Tender

Parts of 
Tender

Quotation

Tender

Vs

Quotation





OPEN TENDER                              RESTRICTED TENDER





SINGLE STAGE TENDER                                            MULTI STAGE TENDER



There are some other types of tenders also:

❑Scaled tender

❑Limited tender

❑Verbal tender

❑Rate contract and so on......



Details about the types of Tender……



According to sector

Public Sector

Known as public sector 
procurement, is typically 
government sponsored

Private Sector

Known as supply chain 
rendering, is governed by 

fewer regulations



According to Boundary

Open Tendering

An oral talk or written 
document between the 

engineer and the 
contractor for certain small 

jobs to be performed

Restricted Tendering

It's a method that limits the 
request for tenders to a 

sector number of suppliers,  
contractors or service 

provides



According to stage

Single stage tender

A traditional route when 
all the information is 

necessary to calculation a 
realistic price

Multi stage tender

A method of procurement 
where the employer seeks 
to appoint a contractor at 

an initial stage of the 
project



PARTS  OF A TENDER

❑Heading :institute name and address

❑Title

❑Source of fund

❑Invitation for tender

❑Reference and date

❑The office selling tender document

❑The office receiving tender document

❑Last dates and time of selling tender 

documents

❑Last date and time of receiving tender

❑Tender opening venue, date and time 

❑Description of tendered goods/service

❑Regards

❑Signature slot

❑Name with designation



EXAMPLE



What is 

Quotation??

A formal statement of 

promise by potential 

supplier to supply the goods 

or service required by a 

buyer at specified prices 

within a specific period



Comparison between Quotation and Tender

Basis for comparison Quotation Tender

Meaning Quotation is a document of 

setting out the estimated  cost, 

for supplying goods or survives 

or procuring something. 

Tender refers to a process of 

soliciting suppliers to bid on the 

goods or services needed by a 

buyers

Response to Request for quotation Request for tender

Components Price Price and quality

Scope Narrow Comparatively wide










