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Letters convey messages outside of an organization, and memos convey messages inside an organization. Also, first
sentences of paragraphs are not indented. BUSINESS LETTERS Practice Scenarios The Writing Centre Department of
EnglishTry some of the following scenarios to practice your skill in writing business letters. Informal/Colorful Style This
style is good for communicating with people you know well or for communicating good news to those you are familiar with.
In Sample 1, you will see that there are two spaces between the address and the date; three spaces between the Giving
Information 1 In a full block business letter, every component of the letter (heading, address, salutation, body, salutation,
signature, identification, enclosures) is aligned to the left. This chapter also includes a section on the characteristics of
business letters, This handout will help you write business letters required in many different situations, from applying for a
job to requesting or delivering information. Lately, however, a new type of correspondence is taking the place of both: e-
mail BUSINESS LETTERS Practice Scenarios The Writing Centre Department of EnglishTry some of the following scenarios
to practice your skill in writing business letters. You will be provided with the necessary information to create a new piece
of correspondence for each scenario, but it is up to you to fill in the details. You Writing@CSU Writing Guide Business
Letters The CSU Writing Studio Guides to Writing Business Letters was created by Peter Connor, a former small business
The content of the handbook is as follows: Unitintroduces letters, faxes, and e-mails, including a detailed presentation of
the characteristic features of each and a discussion Business Letters Business letters are used in many different
professional contexts—business, health care, government,Like other forms of business It looks at the meaning of business
correspondence and its importance in everyday life. Figure 9- Sample Informal/Colorful Style Letter BUSINESS
CORRESPONDENCE The Writing Centre Department of EnglishUntil recently, the two main types of business
correspondence were memos and letters. While the examples that are discussed specifically are the application letter and
cover letter, this handout also highlights strategies for effective business writing in general ChapterBusiness Letters &
Memos. The letter in Figure is an example of an informal/colorful style letter.
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