LETTERS FOR LIVING
472 Railway Housing Society

Joint Road, Quetta (87300)











July 30, 2010

Mr. Mubashir Ali

Student

Institute of Management Sciences, UOB

Sariab Road

Quetta, Pakistan

Dear Mr. Mubashir:
You are reading an example of the modified-block form of business letters. This form is characterized by all parts of the letter except the date, complimentary close, and signature sections beginning at the left margin.

In this example, the date and the complimentary close both begin at the horizontal center of the page.  (The date could also be placed so that it ends at the right hand margin. Likewise, the complimentary close could start to the right of center so that the longest line in the signature area ends at the right hand margin.) Company and business title are typed on the fourth line below the complimentary close. The signer’s title may be typed on the line below his or her name; or if it is long, it can be split and typed on two lines.

This letter uses mixed punctuation, which means that there is a colon at the end of the salutation and comma after the complimentary close. No punctuation is used after the date or after any line in the inside address, except after an abbreviation, such as “Inc.”










Sincerely,











Nadir Khan, Teacher










Business Communication

EEL: mo

DIGIGRAPHICS, INC.

222 Jinnah Town

Quetta, (87300)

July 30, 2010

REGISTERED MAIL

Ms. Mehwish Zafar, Student

Institute of Management Sciences.

University of Balochistan

Sariab Road

Quetta, Pakistan

Dear Ms. Mehwish:

DIGIGRAPHICS, Inc. can supply you with forms for all kinds of business letters. This full-block letter is typed single-spaced with a blank line between paragraphs. Every line begins at the left margin. “REGISTERED MAIL” is a double space from date.

Many firms prefer this format because of its simplicity and ease in setting up on computers or word processors. The writer’s company name may be typed under the complimentary close, as here, or omitted.

Other accepted forms of reference initials could be used with this letter style. Also, the “REGISTERED MAIL” notation could be typed at the bottom, a double space after the reference initials. The postscript, handwritten or typewritten, would then be placed a double space under “REGISTERED MAIL.”

Sincerely yours,

DIGIGRAPHICS, INC.

Naeem Ahmed Khan, Director
Institute of Management Sciences

University of Balochistan, Quetta

MB/mo

LETTERHEAD












July 30, 2010

Research & Development Department

Futura Graphics Company

114 Samungli Town,

Quetta (87300)

ATTENTION: Mr. Mujeeb

Research Development Team:


Among other formats available or your business letters it this modified-block style with paragraph indentations. The date may be centered or placed to the right of center, so long as it does not extend into the right margin. In this example, the date begins to the right of center.


The attention line here is at the left margin, two lines below the inside address, and underlined. It could also have been centered and typed in all capital letters without underscoring. If you wanted Mr. Mujeebs’ name in the salutation, you would type his first name or two initials and his surname above “Research & Development Department.” Then you would omit the attention line and use “Dear Mr. Mujeeb” in the salutation.


Like the date, the complimentary close begins at the center of the page. The company name is omitted, but it could have been included. Also, the signer’s name, instead of being at the left, could have been typed in the usual place and reference initials could then have been used at the left margin.

The term “enclosures 3” in the reference section shows that three additional items are being enclosed in the envelope. Each different item is counted as one regardless of the number of pages it has. The notation “c” indicates that a copy is being sent to Mr. Aftab Ahmed. If the right hand margins are not “justified” in this letter but that is an option you have for this and all other letter styles.











Very truly yours,

Asad Ali









Creative Director
Enclosures 3

c: Mr. Aftab Ahmed

LETTERHEAD

July 30, 2010

Mr. Syed Ayaz

P. O. Box 992

Quetta, Pakistan

FORMAT FOR SIMPLIFIED LETTER

This letter form, Mr. Ayaz, has been recommended by the Administrative Management Society as a timesaver when typing business letters. Here are its features:

· It uses full-block form and open punctuation.

· It omits the salutation and complimentary close but to personalize may, if possible, use the reader’s name in the first and last sentences.

· The subject line is all capitals, omits “Subject,” and is typed where the salutation is usually placed.

· The signer’s name and business title are typed in all capitals, starting at the left margin at least four lines below the last line of the letter body.

· The typist initials are at the left margin two lines below the signer’s name. Enclosures and names of persons receiving copies are on separate lines below the initials.

Mr. Ayaz, the simplified letter not only saves time but also avoids the risk of selecting an inappropriate salutation or using “Dear (name” when the reader is in no way “dear.” It is also helpful when you are writing a department and don’t know anyone’s name or whether its members include men or women. 
For most business letters, correspondents prefer to use the traditional forms with salutations and complimentary closes.

FURQAN AHMED – COORDINATOR MBA BANKING & FINANCE
mo

Enclosure

CC: Naeem Ahmed, Jameel Ahmed

