
BUSINESS LETTER  
 
(Slide 1)  Business communication: new level    
Means of communication has changed a lot lately. Nowadays businesses 
use more and more e-mail letters. Though international agencies, reputable 
banks, small and big size businesses practice a lot standard business  
letters in their formal correspondence. 
 
 
(Slide 2 ) 
So the subject of today’s presentation is a formal business letter. If you look 
at business letters on this slide you can see that there is a printed 
letterhead on all of them. Such paper is called company’s letterhead 
(фирменный бланк компании). They are different from private letters as 
you will never use a letterhead for your private letters. 
 
(Slide 3) Letterhead 
First of all when writing a formal business letter use company’s letterhead    
The company’s letterhead gives a great deal of information about the 
company itself.  Of course the name of the company and its type, its 
mailing address, contact phone number and e-mail address. Let’s take a 
look at the structure of a mailing address in English. The numbers before 
the street name indicate the house number. Then goes the street name, the 
city, state and finally post code in British English or zip code in American 
English 
 
(Slide 4)  Receiver’s address in a letter 
In a business letter itself below the letterhead and the date you should write 
the receiver’s address and the structure of the receiver’s mailing address  
will be the same one as in the letterhead.  But remember that if you are 
writing to the company, the first line will be the name of the company. The 
second line – the number of the building and the name of the street, the 
third line – city and post code, the last line – the country.  
 
(Slide 5)  And If you address your letter to a particular person in the 
company the first line should be his or her name, then the second line – his 
or her position in this company, and only after that the name of the 
company, Then you follow the usual structure. 
 
(Slide 6)  Then goes salutation. When you are writing a business letter, it's 
important to include an appropriate salutation at the beginning. A simple 
"Hi" or "Hello" is good in casual correspondence, a more formal salutation 
is appropriate.  If you address your letter to a company or firm, then your 
salutation would be very formal, “Dear Sirs”. When you write to Sales 
Manager the salutation is also very formal: "Dear Sir," "Dear Madam," but if 
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you want to play it safe, you write "Dear Sir slash-Madam."  And close your 
letter  with ‘’yours faithfully’’ or ‘’faithfully yours’’.  
 
 
 

(Slide 7) Salutation and Close 

But better to find the person’s name, by calling the company or speaking 
with employees from the company.  You can also look up the Sales 
Manager’s name on the company website, or speak to an administrative 
assistant. If you know the person’ name, for instance, Mr. John Brown,  or 
have contacted him at least once your salutation would be less formal, you 
will open your letter with Dear Mr. Brown and close it with ‘yours sincerely’ 
or ‘sincerely yours’. 

in American format it used to be “Gentlemen”, but now they prefer to avoid 
it and switch to “Dear All”, “Dear Team” if you write to a department or just 
use personal name and close your letter with “Truly yours”, “Yours truly” or 
“Best regards” or just “Best” to stay less formal.. 

 

 

(Slide 8) One exception is when you use the general salutation. 

And the general salutation when it is a letter of recommendation will be   
“To Whom It May Concern,” Please translate it into Russian.  

 
(Slide 9)  In the body of your business letter  
 
You write the date like this             You say the date    
        like this 
on 1 January 200_     on the first of   January  two   
          thousand and .. 
on January 1, 200_     on January the first two  thousand    
                                                  and … 
 
 
 
(Slide 9)  Dates   
Look at the date. It is written in figures. You can read it in two ways: the 12 
th of August two thousand and….  Or you can read it as December the 8th, 
two thousand and … The first one is correct in British English and the order 
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day-month-year is practiced in almost all countries of the world. Date  
notation in the United States and Canada differs from that, creating 
confusion in international trade. In traditional American English, dates are 
written in the month–day–year order. 
When writing to companies within the United States and Canada, use the 
American style. (According to this style the month is always placed before 
the day) 
So to avoid misunderstanding or a mix-up in business always put the 
month in words. It’s a rule of global communication. 
 
(Slide 10) Dates in your letter  
Dates in the body of your letter follow the same rule. In British 
correspondence you put first the date, in American correspondence – the 
month. 
 
(Slide 11) Dates 
 
You write the date like this             You say the date like this 
on 1 January 200_     on the first of   January  two   
          thousand and .. 
on January 1 200_     on January the first two  thousand  
                                                  and … 
 
Which one of these two dates is American and which one is British ? 
 
 
(Slide 12)  Subject line in a letter 
If you’re asking whether it’s important to have a subject at all, then yes, in 
most cases. A formal letter has certain  requirements. A subject is a part of 
this. A subject is  a good help in getting your letter read in time and by the 
right person, as they will know better what it is and what it can be about. A 
good subject is a demonstration of you not wasting other people’s time and 
being considerate with information.  

Indicate the subject clearly and place it either before the salutation or after. 
The topic is often underlined.  

 
(Slide 13)  Subject line in email 
You cannot send an email without indicating the subject of your letter. 
Examples of such subjects can be as follows. Read and translate them into 
Russian. A subject that is simply “Info”, or “Important”, or “This is a letter 
from John Doe”, is annoyingly redundant. In online communication, it also 
comes off as spam, which can result in it being disregarded by accident. 
 



If you do not indicate the subject clearly, your letter is most likely to be 
disregarded.   
 
 
(Slide 14) Signature   
Every business letter should be signed but your real signature is as a rule 
unreadable, that is why it is usually printed. 
 
       in documents you can use: 
 For and on behalf of   -  от имени и по поручению  
 For the Buyer  -  от имени Покупателя 
 Or a Latin abbreviation – “per pro” which simply means “on behalf of” 
 
 
Slide (15)  Enclosures and attachments 
 
In a letter :  make sure that documents  accompanying  your letter are in 

the same envelope.  
Use such indications as  
 See Encl.  or  
 Enclosure: price list, catalogue 
      
In an email:  be sure that you attached to it all documents mentioned in 

your email. 
 
 
(Slide 16) Copies in email letters 
If you are sending a copy of  your email to someone  else use such 

indications as  
cc. = carbon copy or copies circulated = копия 
                                     or 
bcc.   =          blind copy circulated  =   скрытая копия 
 
(Slide 17)  When writing business letters you must pay special attention to 
the format. The most common layout of a business letter is known as “block 
style”. This means that everything: the date, the recipient’s mailing address, 
the body of the letter and complimentary close and signature, is on the left. 
Each paragraph of the letter starts at the margin and has double space 
between paragraphs. 
This style is the most useful to learn because it is accepted everywhere. 
 



(Slide 18) This is an example of traditional format. We used to write this 
way. Try to find the differences. What do you thing why it is seldom used 
nowadays? 
 
 
(Slide 19). Now please test yourself and decide which are true and which 
are false. 

 In Russia, the abbreviated date 2.6.20__ on a letter means 6 
February 20__. 

 If you were writing a letter to the Sales Manager, you would open it 
with “Dear Madam”. 

 In the USA, it is correct to open a letter with the salutation “Dear 
Sirs”. 

 Rather than use the UK close “Yours sincerely or faithfully” 
Americans often choose “Yours truly”. 

 An address of a business letter in your country is laid out similar to 
that used in British and in American correspondence. 

 
 

Slide 21  Thank you for listening. Good luck. 
 
                                                  
 
 
 
 
 
 
 
 
 


