Writing An Effective Business Letter

Although E-mail is a quick and convenient way to communicate daily business messages, the business letter is still used to convey important information. A carefully crafted letter can be a powerful communication tool. To make sure you are writing the most professional and effective letter possible, use the business letter format and template below and follow these basic business letter-writing.
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	Business Letter Template Fields:
Date: Use month, day, year format, e.g., March 3, 2012 or 3 March 2012

Sender's Address: It is a good idea to include sender's email and url, if available. Don't include this information if it's already incorporated into the letterhead design. This will allow customers to find your small business more quickly.

Inside Address: Use full name. Mr./Ms. is optional

Salutation: Be sure to use a colon at the end of the name, not a comma as in personal letters

Body Text: State why you are writing. Establish any connection/mutual relationship up front. Outline the solution, providing proof in the way of examples and expert opinions. Group related information into paragraphs

Closing "Call to Action": State what the reader needs to do and what you will do to follow up

Signature Block: Sign your letter in blue or black ink

Enclosures: Use if you have an enclosure

Carbon Copy: Use if you are sending a copy to additional person(s)


Use a professional tone.
Save casual, chatty language for email - your printed business letter should be friendly but more professional. 
Write clearly.
State your point early in your letter. To avoid any miscommunications, use straightforward, concise language. Skip the industry jargon and instead choose lively, active words to hold your reader's attention.

Organize your information logically: Group related information into separate paragraphs. In a long, information-packed letter, consider organizing information into sections with subheads. You may want to highlight key words to make them "pop".

Be persuasive.
Establish a positive relationship with your reader right away. If you have a connection to the reader - you've met before or have a mutual colleague, for example - mention it in your introductory paragraph. Whether you think your reader will agree with the point of your letter or not, it is important to find common ground and build your case from there.

Understand your reader well enough to anticipate how he or she will react when reading your letter. Address his or her needs or wishes, or a specific problem, and then outline your solution. Provide proof in the way of examples and/or expert opinions to back up your point. Make sure to maintain a friendly tone.

Conclude your letter with a "call to action." State clearly what your reader needs to do or believe to achieve the desired solution and then state what you, the writer, intend to do next to follow up.

Proofread your letter!
All your careful crafting and printing can't cover up spelling or punctuation errors, which leave a lasting negative impression.

La locuzione Uniform Resource Locator (in acronimo URL), nella terminologia delle telecomunicazioni e dell'informatica, è una sequenza di caratteri che identifica univocamente l'indirizzo di una risorsa in Internet, tipicamente presente su un host server, come ad esempio un documento, un'immagine, un video, rendendola accessibile ad un client che ne faccia richiesta attraverso l'utilizzo di un web browser.
