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20 The Craft ,.,f Business Letter W riling 

G: Definitely. Do use 'Dear Sirs'. lt's safe. 'Ladies and gentlemen', however, is 

gaining ground because firms consist of men and women. Women now insist 

on being counted. So use 'Ladies and Gentlemen' except when you know 

that the finn's management is exClusively male. 

Whenever possible avoid 'Dear Sirs.' Find out and use the names of people 

you are writing to. We aU love seeing our names--whether we admit it 

openly or not. 
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L ... _ _ ______ _____ __ --=- ___ _ 
"To sir or not to sir. TIJat's the question." 

Addressing a person by name signals a hint of equality. It can work to your 

advantage. Sirring indicates distance between him and you, if not differences 
in levels. 

At Mons barracks, Aldershot, cadets · were welcomed by an enormous Irish Guards RSM . 

"Good mornir,g , gentlemen ," he said. "While you are here you will call me 'Sir ' and I 

shall call you 'Sir', The only difference will be that you will mean it." 

...,.-_--,. Alan Road , Observer M~y 1, 1983 in 

Frark S Pepper , 20th Century Anecdot.,,5 . Sphere, 1990 : 42 
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"Yours faithfully 1 remain your tenant forever." 

Until better replacements arrive on the letter-writing seen!!, we had better use 

the mundane 'yours faithfully' and 'yours sincerely'. 

What's the difference between the two? Can I use them freely? 

'Yours faithfully' is very (ormal. So it is all right in a letter which starts with 

the s~lutation, 'Dear Sir' or 'Dear Madam'. 

'Yours sincerely' is less formaL It matches salutations such as 'Dear Mr Sen~, 'Dear Mrs Gore', ,md "Dear Professor Naik}. 

When your business letter is very informal and you are on first name terms 

with your reader, you can end your letter with '(Yours) cordially'. You can 

also use '(Yours) sincerely'. 

The salutation and the complimentary close indicate the tone and the 
relationship assumed between the reader and the writer. That is why it is 

important to use a matching complimentary close. 
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Your signature (#11) is • very pretty one. 

Thanks. I'm quite proud of it. You will ne,er guess how long I practised to 

perfect it. 

The signature .teU. the reader a great deal about thewTiter. 

So it's a good idea to make it look like the way you want it. 

There are pretty signatures and ugly ones; giant ones and pygmy ones, plain 

ones and ornate ones, bold ones and light ones, horizontal ones and danting 

ones, legible ones and illegible ones ... 

l\·line is illegible. And I want it that way. 

I don't want anyone to forge my sib'1\ature, That's why, 

How you sign your name is your business. Make it as undecipherable ,1 ,' · you 

like. But why do you play hide and seek with the rcader? 

I don't quite get what you mean. 

Well, you' re hiding behind that pretty but L'1scrutabk <;gllaL'''. How will 

the reader know who y()U are? \l/no will he 'q;iy to? N()where in the letter 

do you mention YOEr nRnle< 

My designation is given there, below my signature. So he knows who 10 reply 

to. 

Yes, of ctltu'se. But how \-vill he know whether yuu are a In an or a wOJual\? 

Y ,' u hav€ put on a mask, Samir. Take it off. Reveal yourseli. Allow th" rmder 

to 'elate to you. He (,,<In't do it to a designation. He should know who rOll 

arc for him to wrile a decent reply. 

TIut even if I had 'S.NSinha' typed below my signature, he wouldn't know 

whether I am a 1l1,an or woman. '5' could stand for See-rna, Sonya, or Sus;,n, 

Ferhaps I should write Mr S.N.Sinha? 

No. Don't. Men don't use iMr' when they refer to themselves. It's Ol?:. t tl\ 

give your full name, 'Sarnir N. Sinha'. That makes it easy for the reader. 

But even if you don't reveal your first name, the reader can fis;ure nu t wheth~r you are- a man or not. The convention Is that when a name ilppeilrs 

in 5urh coph.:xts without 3ny .(ourlt'sy titlt'-J it's a ID<1n/!,. 
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'/ 

/ ~ i ~~""""".",. ~( 
"No one k.nows his name. We call him 'His Highness' ... 

So ~P.R.Kaushik· will be treated as a man's name unless the letter 'P' is 

expmlded llfttnistakably to a woman's name such as Priya~ Prameeia, or 

Priyadarshini. 

There are some first names which are given to both men and women: 

Kamal, Kiran, Iv1andeep, Navjot; and Suman, for example. Besides, a WOlnan 

may not want to give out her first name in a business letter. 

There's a way out. She can write 'Ms' (or Miss or Mrs) in brackets either to 

the left or to the right of her name: 

Why brackets? 

(MsJ S.L. Nanda 

Suman L. Nanda (Ms) 

K.B.Munshi (Mrs) 

(Mrs) Klran B. Munshl 
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Annoyed? Insulted? Unless of course an emergency has taken him away at 

the last moment. Once you know that, you readily forgive him. 

But I travel quite often. I don't like to delay replying to letters. 

There's an easy way out. If the letters are purely routine and inconse-

quential, tet your Assistant answer them on his own. If they are important and 

if the reply must bU from you, let your Assistant or secretary send an 

acknowledgement in his own name. He can say you will write as soon as YOll 

are back. 

If hl' feels that an important letter you haw dictated or authorIsed should 

not wait until your return, he may sign it on your behalf and mail it. But he 

should add a hand-written note explaining the circumstance briefly. 

There are times when I have to send scores of greetings cards. Do you suggest 

that I personally sign every Single one of them? 

Absolutely. Not just sign your name, but write (or have typed in) the 

recipient's name as well. 

I don't have the time. 

Then don't send the cards out! Cards with your rubber stamp don't fool 

anyone. A greetings card should make the reCipients feel that you have 

thought of them. A nlbber stamp convinces them that you have NOT thought 

01 them. 

If I get a greetings card with a rubber stamp even of the President of India, I 

won't feel flattered. 

The old biblical advice is still valid: Do unto others what you would like 

them to do unto you. 

• Never send out a letter without your signature. 

• Don't let your assistants sign your letters on your behalf except in cases 

01 extreme urgency. 

• If your signature is not easily legible. have your name typed below It. 

• Spell out your first name unless you have a very good reason to hold it 

back from the receiver of your letter. 

Why have you put a circle round the line below the signature block (#12)? 

I've marked a copy to Mr Sengupta. That's all. 



38 Th e Cr~fr of Bus in ('<;:,; l pf/t!r Writ :ng 

c: 

s. 

c : 

S: 

c: 

s: 

G: 

S: 

G: 

S: 

G: 

S: 

G: 

s: 

Who is this Sengupte? 

He ·i~ our Plant M~nager. 
Hov.' \\'ould your leader know thCtt this Sl?nguptri is your Plant f\..1an;~g:er ? 
What are his initials? 

PX 

rhen you should write 'Mr l' K Sengupta, Plan t Manager - SW(l1l 

Engineering'. Even 'cc: The Plant Manager, Swan Engineering' is oki:IY· 

But not plain 'Mr Sengupta'. 

So there are two things missing nere. First, you have dropped the initials. 

That is all right w hen you call someone or when you refer to someone in a 

conversation, but not her~. 
Secondly, Y(lU haven't given the reader essential information abo~rl ~lw 
person you have mnrked a copy to. The reader nlight wonder who he 1:; .md.· 

why it copy should go to him. 

I see v,,'hat you mean. 

Tell me, what does 'cc' stand for? Does it mean 'complimentary copy"! 

Not really. It stands for Icarbon copy'. In othf'r v..'ords, it tells the reader thnt 

his copy contains exactly what is found in the original. 

If 'cc· stands· fur carbun copy , we can't use it to refe r to a photocopy, can 

\'\'c? 

You cnn of course write 'pr" ins tead of 'cc' if it's a photocopy that you an' 

!'ending to someone. Howev~>r, there's no need t() be so finIcky. After all 

'carbon i..Opy' means an exact copy; thi1.t is what a photocopy is, too. 

J think photocopies are neater than carbon copies. 

And In0re' legible. Don't send a third or fourth carbon copy to even your 

worst enemi('s. There (lfe more civilized ways of torturing people .. 

These days computers have made it easy to produce excellent copies. 

You nlean additional print-outs. of the same Jetter? 

Yes. 

But they cost more than photocopies. 







G: 

Enclosure: Cheque for Rs 2850 
End: Brochure 

The Tone Setters II 41 

How about 'Enclosure: af a'? That makes it clear that the enclosu re is ' as 

advised ' in the bod y of the letter. 

If the enclosure is 'as advised' in the letter, why state the obvious? Just 

write 'Enclosure'. 

If you enclose, say, three things, you will do well to write: 'Enclosu res: 3' . 

The aim is to make sure that the reade r does not miss anything you 've 

promised to enclose. 

• When you mark a copy of your letter to someone, make sure it is neat 
and legible. Photocopies or additional print-outs of letters are better than 
carbon copies . 

• If a blind copy of a letter is sent to someone, that information should 
be clearly shown. on that copy and on the office copy . 

. • 11 there are enclosures, - say so at the bottom of the page. 

s: 

G: 

s: 

G: 

Now that you've talked about all the parts of a bL!siness letter, can we move 

on to the body of the letter? 

Not yel. We haven ': talked about the layout. Your typist can save at least 

three minutes a letter if she follows a different layout. 

Frankly I've never linked layout of letters and typing time. I've left it to 

typists. What's the layout you are talking about? 

It 's ca\l",d the block format. It 's guite simple. All the lines including the 

reference number, date, saJutation, subject line, body, complimentary close, 

and signature are aligned to the left margin . No lines are indented. So the 

letter looks like a block. 

If we convert your le tter to the block format with the changes [ have 

suggested, it w ill look like this: 
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It looks smart. I agree it will save the typist's lime. He doesn' t have to keep 

track of ind~~ntation . f3Llt doesn't it take up Illore space than the stiindilrd 

one? The address is typed below the date and rderence, In the ;;tandard 

layout the date and reference are typed to the right of the address without 

taking "P extra lines, 

You're right. There is, howe'o'er, nothing s.,ered about the block layout, [f the 

body runs into three or iour paragraphs and space is at a premium, push the 

clate and reference to the right hancl side. H the body is very small, the block 

layout will make it look bigger by lilling up the page, 

Are the first lines of paragraphs a lso aligned to the left margin' 

Yes. Every single line in the letter. 

Aren't we supposed to sign .. 1 the start of a paragraph by indenting the tirst 

line by five spaces? 

Well, fashions and expectations change. Normally paragraphs ha"e their fi", 
lines indented. But in the block format the start of a new paragraph is shown 

by an extra blank space betwc('n paragraphs. 

I also notict~ that there- are no punctuCition IT1_arks after the sal\1t~tkm and the 

complimentary dose. Aren't -,"" e supposed to have a (omtna aftt:'l" thrse ? 

Shouldn't there be a fu ll s top at the end of the inside address' 

Whatever tl1e traditional exp&tations. aU nonessential punctuation marks are 

dropped in the block format. 

You have dropped the full stop from the word 'Mr'. h dropping p""ctc. · 

ation marks part of tl,e block lonnat? 

Not really. 'Mr' doesn' t need a full stop at the end ",hercvN you use it. 

Neither do Mrs, Dr, Ms, or Mcss. 

But they arc- shorl fOrIng of longer words, arer{t they? 

Yes and no. 'Miss' is a fllli word .. not cut out of a bigger word , The others 

are shorter versions. But look at tJle way they are mad e shorter. The first and 

last letters are retained; the letters dropped .rc from the middle. You don"t 

use d full stop at the end of such short iorms. 

When the last few Jette r" are chop ped off to make a word shorter, the full 

s lop is genenl11y used: Professor >Pr(.lf.; February> feb.; rctef1~nce > ref. 

On the \vhole the block format aims to make typing easier. That is why 

many trtldiponal punctuiltion m.:nks an:, dropp~d. 
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KISS! 

G: I see you have invested in a computer and a new, attractive letterhead. 

s: And a new secretary as wel1. She's efficient and sensible. I've taken your 

advice about the looks of letters. 

G: That's very good. But that is only the first step. Now take a closer look at 

this letter which you have just passed on to your secretary. It looks like a 

draft for your Marketing Manager. 

5: Ah, yes, it's a draft for our new Marketing Manager. He's a friend, and so 

he asked me ta draft an impressive letter for potential customers. As he's just 

settling down, I agreed to do it. I've been with Swan Engineering for several 

years. So I know a lot abo1,lt our products. But where did you get it from? 

G: I snatched it from your secretary as she was folding it and putting it into an 

envelope. What a letter! It is twice as long as it should be. And in spite of 

the torrent of words, I can't get your meaning or purpose. You did not KISS. 

5: Kiss? Kiss whom? You mean kiss ... her? 

G: Oh no. KISS is the most basic rule of effective business letter writing: Keep It 

Short & Simple. 

S; Oh, I thought... Well, but this letter is just two pages. 

G: Two pages is too long. Few executives will care to wade through two pages 

of verbiage. They get bored or put off. They are likely to flip fat letters into 

the waste bin or mark them to their subordinates. If you want to catch the 

senior executive's attention, keep your letters brief and crisp. 
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5: 

G: 

w3 3te bin. Surely you don' t want such a fate for your letters. So, you have to 

take time to plan your letters. You don't really saVe time by skipp ing th 

planning stage. As I said earlier, lack of planning makes letters not onl e 
difficult to read but also irritatingly lengthy. Y 

But you will agree, won 't you. that plaruling takes up quite a lot of l"ime. 

It need not. Except in very difficult cases. Let me give YOIl a few >i mpl. 

q uestions which you can .. k yourself as you d raft your letter. 

WHY am I writing this letter? (Is it to persuade? To impress? To apologise?) 

WHO is going to read this letter? (What is his / her sta tu s in' hiS / her 

organisation? How much background information does (s)he have? What 

might be his/her attitude to what l"m going to say?) 

WHAT should I put into the letter? (What does the reader need to know? 
What can I omit?) 

HOW shou ld I organize the ideas? (In what order should I put tl" main 
ideas?) 

WHAT TON E should I use? (What words ShOllld I usc/omit in order to 

create the right tone?) 

• Executives 1V0n't plod through long letters. So make your letters trim and 
attractive if you want their Immediate attention. 

• Planning is the key to drafting smart leiters. 

• Planning is simple if you ask yourself five questions: 

Wi,y am I writing? 

Who am I writing to? 

What should I put in? 

HolV should I sequence the ideas? 

What tone should I us,,? 

If vou pause for a little while before you d raft or d ictate a lelter and 3S~ 
. II If don' t as~ yourself these fi ve qu~stions, you can plan it pretty we . you 

these ques lions. you may put in thinbs you don't really need to and drop 

idt:!as th at you Inust put in. Your tone might hIm out to be unwelcome, too. 

ShaH WE' get back to m y letter? I did not really ri sk myseU the-se questions. ~ 
sec that the let ter i~ somewha t Jen g thy. \OVit h a lit tle b it of planning, I shoul 

be able to tr im i t. But 1 dun' t thJnk p lanning would help m e make the letter 
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simpler or dearer. In fact there is nothing in the letter \vhich is difficult to 

understand. 

You are quite right. In your letter~ there is no idea which is difficult to grasp, 

The words you have used are simple and common, and so are easy to 

understand. The problem is with the organisation of your ideas. They don't 

link up logically. Y""r paragraphs have no unity. Instead of focusing on one 
idea in each paragraph, you talk about many things. You flit here and there, 

at times repeating yourself. Naturally the reader's mind wanders. 

It is lack of focus that has made your letter too long. Let us go over your 

letter and plan it together. Let us see how you can achieve both clarity and 

brevity. What did you say were your objectives? In other words, WHY are 

you writing this letter? 

I want Luminatronics Ltd to buy our elements. I would like them to import 

electronic components through us, and export their products through us. I 

would also like to impress on them that we are a strong, reliable company 

supplying to various big names in the country. 

If we want clarity, we have to separat~ the major objective from the minor 

ones. We should also separate th'" main idea from the supporting ones and 

the irrelevant ones. WHAT is your main objective? 

To get them to buy our elements. 

WHO, do you think, will read your letter? 

The people in the Purchase Department of Luminatronics Ltd, I guess. 

Do they know about your firm? What is likely to be their attitude? 

I am not sure that they know about us. But I'm sure they will be interested 

in onr offer. Which firm wouldn't want a steady supply of quality 

components at competitive prices? 

WHAT do you think will interest them or persuade them to buy your 

elements? That you started production ten years ago? 

Oh no. That's of little use. They might be impressed favourably by our state-

of-the-art Japanese machinery and our small, well-trained workforce. 

They might develop confidence in us if they come to know that we 

supply elements to leading companies such as Hot Pot, Superheet, and 

Vikram Lites. 
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Make it easy lor the reader to say 'yes'. 

Wdl, don't be too brief! You may baffle your reader or put him off by 

appearing to be abrupt. But inane verbiage is the usual problem, not extreme 

brevity. 

Once George Bernard Shaw was introduced to an audience and invited to speak on 
sex. He stood up and began, ,·It gives me great pleasure." And then he sat down . 

___ (Source no1 known) 

In hi' The Art of Readable Writing published nearly half a century ago, 

Rudolf Flesch gives an apt illustration of the contrast between profligacy and 

brevity in letter writing. He had written to several writers and publishers for 

permission to qllote in that book brief passages (rom their writings. A 

textbook publishing company's reply began like this. 
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Ou r m (lj ll objec ti ve is to o ifer our t ra n s fo rme rs pri ma ri ly to S p a in th roug h 

\ '1/s Elet trom ax, Bi1scd on our experience in exports, we are con fident th;11 our 

pr ices w ill be cClmpe titive, \Ve request you to pay specia l a t tention to this as-

pect and follow up with Mis Elettromax. 

Thanking you, we are, 

Yours fl'lithfull y , for Sweta Tran~formers Ltd 

(K.R . Dwivedi) 

T (' chnical Dj rector 

Shall we try and trim it? Can you pick out the essential points from this 
letter":' 

Th is is e ssenti ally i1 rE:'}'o rt on ivIr Vit to rio 's visit. So we have to inclu de 

points lik~ the f0110Wlllg; 

• Because of a lockout Mr Vittorio couldn't be taken to the factory 

* He has been gi \'en~ a comprehensive picture of \vha t the cornpany is dC)lng ~ Q uota tion s co uld no t be g iven to \1r Vittorio b eca use detailed calcu lations 

\vere n eeded 

• The company docs not \va nl 10 buy tech n ology from Elcttrom ax; it wan ts to 

sell its transformers through Elettromax. 

That's fine. The oreier is okay, too. So here is a shorter and dearer version. 

Dear Sir 

VISIT OF MR ENRICO VITTORIO OF ELETTROMAX, SPAIN 

Thank you for writ ing to us (your letter NO.A 9(b)/4738 of September 

28, 19-) about the feedback given by Mr Sathe. 

We would have been happy to take Mr Vittorio to our factory; but it was 

under a lock-out. However, during our discussions with him in Delhi 
we gave him a comprehensive picture of our company including domes-

ti c and international orde rs already executed, and being executed. 

Mr Vittorio wanted our prices for eleven ratings of transformers ranging 

from 55 kVa to 1000 kVa. These we could not supply immediately 
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Write as you Speak 

GURU: Samir, you seem to be busy writing. 

SAMIR: Yes. rm trying to revise a thank-you note. It isn't mine. It's a friend's The 
guy-Shekhar Patel-is working for a food chemicals firm in town. H. 

visited Sanjay Food Laboratories, Lucknow, last week to discuss supply of 

food preservatives manufactured by his firm. He was happy with the visit. 

So he wanted to write a thank-you note. He also wanted to confirm that he 
would send them a few samples. He asked me if I cOuld revise his draft. 

G: 

S: 

Would you like to take a look at it? 

Sure. 

Here it is: 

Dear Mr Bhandari 

We thank for your cordial courtesy extended to the undersigned on his visit 

to your company on 21.07.19-and had discussions regarding Class I and Class 

U preservatives. 

We have pleasure in submitting once again Beta HC4 3 different batches and 

as per in-house specifications of Mis. Sanjay Labs. We request you to evalu· 
ate and revert the results to us. 

Enable us to proceed Cor further commercial negotiation. 

Thanks and assuring of our best cooperation at all times. 

With warm Regards. 

Yours truly 
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Write <) 5 yO lO Spea k b<J 

You're right. We use familiar words and short sentences when 'we speak 

because the listener has to process them as he hears them. He can't go back 

to the beginning of a long-winding sentence as he can do when he . reads 
something. 

We also generally prefer the active voice to the passive voice when we speak. 

It is very unlikely that you will hear anyone say, "A fresh parcel is expected 
by me." You are more likely to hear ''I'm expecting a fresh parceL" 

The active voice is more direct. You can see who the doer of the action is . In 

the passive voice the doer of the action is either moved to the end of the 

sentence or dropped alt<>getheL The interest is in the action, not in the doer. 

That isall right m scientif ic writing. It won' t do in business letter writing. 

When we speak we usc many short forms: " "I'm", "he'U", "you can't", 

"They won't", etc. These are not wekome in writing, are, they? 

Yes .and no. Yes, if the writing is very informal; nOr if the writing is forrna1. 

There is generally much less psychological distance between a speaker and 

her listener than between a writer and her reader. If the writing creates a 

feeling of "immediateness" and "warmth" between a writer and her reader, it 

captures the essence of th e conversational style. If the reader feels that the 

writer is sitting across the table and speaking to him, he. will find the writing 

livelier and more interesting. It will influence him that much more deeply. 

There is of course room for wooden, impersonal writing. That is where a. 

c€rtain distance is expected ·to be maintained between the reader and the 

writer. This is true of fonnal speech also. I have no quarrels here. 

Are you then suggesting that we make our writing more or less 

conversational depending on the p*"ople we are wrHing to, the context, and 

the content? 

Precisely. A frightfully formal style is okay in a frightfully formal situation. 

What I object to is using such a style, just because one is writing ralher than 

speaking. I'm happy to see that the e-mail has dispensed with a lot of 

deadwood in commercial writing. Most e-mails are in the conversational style. 

H rna)' be because of the speed of transmission. The writer can visualise the 

addressee sitting at his computer and replying to her almost instantly, as in a 

conversation. 
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Tickle the Reade r's Ego 8'J 

Your version is much shorter, too, although it contaiJ1s an the ideas in the 

original version. 

G: \-Vell, reader-orientation need not make a letter lengthy. 

• It is risky to take for granted people 111 one's own organisation. Internal 
customers need ego-tickling just as much as external customers do . 

• Ego-bashing interoffice memos create incalculable damage to the morale 
of employees_ 

At times considerable stroking is needed to smoothen the ruffled feathers of 

a strong ego. Here is a letter written about fifteen years ago by the President 

of an Arts and Sports Association in a small town in Maharashtra. We sha ll 

call the club BASA (Baramati Arts and Sports Associa tion). 

The letter was w ritten to the l;!0tlorary Secretary who had put in a lot 01 

work to set up BASA. The Secretary was a retired Ci vii Surgeon who spoke 

well, and had cons iderable influence and contacts. He was annoyed b y 

certain decisions taken by the Executi ve Committee on a day he was absent. 

Hurt by it, he sent the President a brief note that he would like to resign as 

Honorary Secretary. It's against this background that the letter was w ritten. 

Dear Dr Sevekar 

Having invested in BASA so much of your time and resources including 
a lifetime of high quality experience and an enviable range of con -
tacts, you are justified in fee ling ind ignant about the way certain de-
cisions were taken by the EC last week in your absence . I think I 
would feel the same if I had your stature and wisdom. 
But I request you not to dissociate yourself from the EC of BASA at 
this juncture because such an action wil l cripple BASA which you have 
reared with your money, ti me, and ene rgy. Without your contribution 
BASA would be nowhere today. 
I have neither the eloquence nor the persuasive power to make you 
change your mind. You wil l have five argumen ts for everyone I put 
forward. So I don't want to shoot arrows at a rock. I request you to 
reconsider you r decision in the in teres ts of arts and sports at Baramati 
town which you love, and have served with disti nction for over thir-
ty-five years. 

Yours sincerely 
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Don't think about planning in isolation. Think of it as pait of your overall 

strategy to cultivate people. Think of the time spent on planning beth,r letters 
as an investment. Like an investment in superior quality tools. Panting and 

ranting won't get you anywhere near good products, if your tools are bad. 

It's a foolish manager who culs down on investment in tools. 

There was a wood cutter who earnestly worked from eaily morning till late 
in the evening every day, He got tired, but still he went on chopping wiL"out 

resting. But he couldn' t chop as many trees as some of his friends did. He 

was too busy, he said, to SlOp and sharpen his axe. 

I ' ve read somewhere that starting a letter with 'l' goes agains t reader-

orientation and lhal we should try and slart letters with 'you'. 

That is sound advice. But don't take it literally! There is no harm in 

starting the letter with '1'; there is no special advantage in starting the letter 

with 'you'. You run tne risk of sounding artificial if you force yourself to 

start every letter with 'yo u'. 

Take tnat advice metaphorically. Keep the reader in mind as you plan your 

letter. Ask yourself what would please you if you were the reader. Tpcn write 

it. It's the thought that matters, not the tirst word. 

• A successful writer of letters thinks of the readers' needs and compulsions 
and respects them, That is ego-stroking. 

• Try to compliment the reader in a genuine, credible way, Flattery is likely 
to be spumed, but not a genuine compliment. 

• A little time spent In planning. a letter that tickles the reader is an invemnent. 
It is unwise to cut down on this investment. 
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That is a harsh criticism. Do you have any samples of leiters thai turn off 
prospects? 

Here's one which a colleague of mine received last year from a ,manpower 

consultancy firm called VR 4CES. It is an unsigned letter printed on an 
inland letter form sup plied b y the post office. The only reason it didn't get 
thrown straight into the wastepaper basket is that he knows collecling letters 
is my hobby. 

The inside address is filled in by hand in a clumsy way: 

"To Mis lain G. Dr ... " 

It is obvious that his name was taken from an alphabetical list of names. 

There's no harm taking a name out of a list. But the minimum the sender 
should do is to rearran ge il so Ihat the first name comes first and Ihe last 
name last. Now look at the ,letter. 

Dear Sirs, 

WHAT'S VR 4CES all about 

You will be pleased to note thai " VR 4CES" is a licenced manpower consultancy 

house, poomoted by a group of d ynamic, well qualified and seasoned profes -
siona ls catering to the industrial and personnel needs in the following fields: 

1. SECURITY SERVICES 

3. PLACEMENTS 
5. ESU & PF CONSULTANCY 

2. MANPOWER CONSULTANCY 

4. I R CONSULTANCY 

Your Co-operation and 'enqu iries are solicited in this rega rd for help ing u S to 

solve your worries, which are OURS at VR 4CES." 

We have got separate ESI & PF codes 

76-21871-162, WB/BH /23456 

Respectively 

We hope that taking our experience and expertise into consideration , you will 
avail our services as per your requirements. 

Please feel free to call on us for further informa tion and consultancy. 

AS5uring our best and sincere se rvices al all times and looking forward to as-

sociate with you for mutual benefit. 

Than king U Sirs, 

For VR 4CES 

DIRECTOR 
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