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Letter	writing	exercises	for	Business	English	students		help	them	expand	their	vocabulary	and	communicate	more	easily	with	clients	and	customers.Company	employees	need	to	be	able	to	write:complaint	lettersenquiry	lettersthank	you	lettersapplication	lettersletters	to	schedule	meetings	and	appointmentsBusiness	English	letter	writing	phrases
exercise	on	YouTube	(worksheet	at	link	below)2	letter	writing	exercises	for	Business	English	students	(PDF)Social	letters	–	examples	(PDF)Customer	Service	–	Dealing	with	ComplaintsIntroductory	exercises	for	the	language	of	complaints	(PDF)	Subscribe	to	get	full	access	to	the	latest	and	best	resources	from	eslflow.com.	There	are	no	ads	in	the
newsletter	and	you	will	receive	entertaining,	high	quality,	and	up-to-date	teaching	resources	regularly.	And,	if	you	subscribe,	you	will	be	supporting	the	eslflow	website.Copy/past	URL	into	browser	for	PDF	to	openEmail	vs	letter	writing	exercises	(PDF)Misused	words	&	error	correction	exercises	for	business	letter	writing	(PDF)Write	topic	sentences
for	paragraphs-business	related	(PDF)	Formal	vs	informal	quiz	(PDF)Letter	writing	worksheet:	looking	for	a	product	(PDF)Letter	writing	worksheet:	writing	to	a	landlord	(PDF)Asking	for	information	letter	writing	worksheet	(PDF)Letter/email	writing	expressions	and	exercises	(PDF	p26-30)Business	email	exercise	(PDF)Another	model	business
letter	andexercise	(PDF)and	Parts	of	a	Business	Letter	Worksheet	(PDF)Formal/informal	letter	writing	exercise	(PDF)Opening	&	closing	emails	&	letters	matching	exercise	(PDF)Formal/informal	vocabulary	worksheet	(PDF)Informal	letter	exercise	(PDF)Informal	letter	exercise	(PDF)ESL	Listening	Activities	Guide8	Business	English	Vocabulary
Exercises10	Super	Essential	Academic	Vocabulary	Lessons5	Cool	Advertising	&	Branding	Vocabulary	&	Language	Exercises5	Kinds	of	Collocation	and	Phrasal	Verb	Exercises	5	Describing	Graphs		Language	Exercises10	Jobs	and	Careers	Vocabulary		and	Speaking	exercises4	Money	and	Finance	Worksheets10	Computing	and		Internet	Vocabulary	and
Speaking	Activities5	Intercultural	Body	Language,	Gestures	and	Etiquette	Language	Exercises	This	course	will	first	introduce	you	to	the	rules	that	govern	written	language.	You	will	be	guided	through	the	legal	implications	of	business	writing	and	learn	why	preparation	is	essential	for	this	type	of	writing.	The	course	will	then	teach	you	how	to	think
critically	and	employ	strategies	to	overcome	the	common	fears	of	writing.	You	will	also	learn	the	who,	what,	where,	when,	why,	and	how	of	business	writing,	as	well	as	the	planning	process	and	essential	elements	of	a	business	document.	Next,	the	course	will	discuss	why	there	is	a	need	for	writing	effective	business	letters	and	teach	you	the	basic
layouts	of	professional	business	letters.	You	will	then	look	into	report	writing	and	study	its	characteristics	and	structure.	You	will	learn	how	to	evaluate	and	organize	necessary	materials,	as	well	as	study	the	drafting	and	editing	steps.	By	the	end	of	the	course,	you	will	have	greatly	boosted	your	ability	to	prepare	and	present	information	using	a	writing
style	that	results	in	understanding,	retention,	and	motivation	to	act.	In	the	modern	business	world,	having	the	skill	to	write	a	professional	business	letter	is	of	great	importance.	This	Business	Communication	-	Fundamentals	of	Business	Writing	online	course	will	teach	you	the	writing	styles	that	are	most	appropriate	for	business	communications.
Whether	you	are	sending	an	inquiry	to	a	company	or	applying	for	a	job,	having	a	correctly	formatted	letter	can	make	the	difference	between	having	the	letter	taken	seriously	or	not.	So,	check	out	the	course	and	start	enhancing	your	letter	writing	skills,	today!	Start	Course	Now	Related	MaterialsPage	2Page	3Page	4Page	5Page	6Page	7Page	8	The
term	business	letter	makes	some	people	nervous.	Many	people	with	English	as	a	second	language	worry	that	their	writing	is	not	advanced	enough	for	business	writing.	This	is	not	the	case.	An	effective	letter	in	business	uses	short,	simple	sentences	and	straightforward	vocabulary.	The	easier	a	letter	is	to	read,	the	better.	You	will	need	to	use	smooth
transitions	so	that	your	sentences	do	not	appear	too	choppy.	Salutation	First	and	foremost,	make	sure	that	you	spell	the	recipient's	name	correctly.	You	should	also	confirm	the	gender	and	proper	title.	Use	Ms.	for	women	and	Mr.	for	men.	Use	Mrs.	if	you	are	100%	sure	that	a	woman	is	married.	Under	less	formal	circumstances,	or	after	a	long	period
of	correspondence	it	may	be	acceptable	to	address	a	person	by	his	or	her	first	name.	When	you	don't	know	the	name	of	a	person	and	cannot	find	this	information	out	you	may	write,	"To	Whom	It	May	Concern".	It	is	standard	to	use	a	comma	(colon	in	North	America)	after	the	salutation.	It	is	also	possible	to	use	no	punctuation	mark	at	all.	Here	are	some
common	ways	to	address	the	recipient:	Dear	Mr	Powell,	Dear	Ms	Mackenzie,	Dear	Frederick	Hanson:	Dear	Editor-in-Chief:	Dear	Valued	Customer	Dear	Sir	or	Madam:	Dear	Madam	Dear	Sir,	Dear	Sirs	Gentlemen:	First	paragraph	In	most	types	of	business	letter	it	is	common	to	use	a	friendly	greeting	in	the	first	sentence	of	the	letter.	Here	are	some
examples:	I	hope	you	are	enjoying	a	fine	summer.	Thank	you	for	your	kind	letter	of	January	5th.	I	came	across	an	ad	for	your	company	in	The	Star	today.	It	was	a	pleasure	meeting	you	at	the	conference	this	month.	I	appreciate	your	patience	in	waiting	for	a	response.	After	your	short	opening,	state	the	main	point	of	your	letter	in	one	or	two	sentences:
I'm	writing	to	enquire	about...	I'm	interested	in	the	job	opening	posted	on	your	company	website.	We'd	like	to	invite	you	to	a	members	only	luncheon	on	April	5th.	Second	and	third	paragraphs	Use	a	few	short	paragraphs	to	go	into	greater	detail	about	your	main	point.	If	one	paragraph	is	all	you	need,	don't	write	an	extra	paragraph	just	to	make	your
letter	look	longer.	If	you	are	including	sensitive	material,	such	as	rejecting	an	offer	or	informing	an	employee	of	a	layoff	period,	embed	this	sentence	in	the	second	paragraph	rather	than	opening	with	it.	Here	are	some	common	ways	to	express	unpleasant	facts:	We	regret	to	inform	you...	It	is	with	great	sadness	that	we...	After	careful	consideration	we
have	decided...	Final	paragraph	Your	last	paragraph	should	include	requests,	reminders,	and	notes	on	enclosures.	If	necessary,	your	contact	information	should	also	be	in	this	paragraph.	Here	are	some	common	phrases	used	when	closing	a	business	letter:	I	look	forward	to...	Please	respond	at	your	earliest	convenience.	I	should	also	remind	you	that
the	next	board	meeting	is	on	February	5th.	For	further	details...	If	you	require	more	information...	Thank	you	for	taking	this	into	consideration.	I	appreciate	any	feedback	you	may	have.	Enclosed	you	will	find...	Feel	free	to	contact	me	by	phone	or	email.	Closing	Here	are	some	common	ways	to	close	a	letter.	Use	a	comma	between	the	closing	and	your
handwritten	name	(or	typed	in	an	email).	If	you	do	not	use	a	comma	or	colon	in	your	salutation,	leave	out	the	comma	after	the	closing	phrase:	Yours	truly,	Yours	sincerely,	Sincerely,	Sincerely	yours	Thank	you,	Best	wishes	All	the	best,	Best	of	luck	Warm	regards,	Writing	Tips	Use	a	conversational	tone.	Ask	direct	questions.	Double-check	gender	and
spelling	of	names.	Use	active	voice	whenever	possible.	Use	polite	modals	(would	in	favour	of	will).	Always	refer	to	yourself	as	"I".	Don't	use	"we"	unless	it	is	clear	exactly	who	the	pronoun	refers	to.	Rewrite	any	sentence	or	request	that	sounds	vague.	Don't	forget	to	include	the	date.	Day-Month-Year	(05/07/20)	is	conventional	in	many	countries;
however,	to	avoid	confusion,	write	out	the	MONTH	instead	of	using	numbers	(e.g.	5th	July	2020	--	or	July	5th,	2020	for	American	English)	Business	Letter	Proofing	Home	»	Business	English	Resources	»	5	Online	Business	English	Writing	Courses	and	Resources	to	Make	Your	Writing	More	Effective	The	first	time	I	had	to	send	an	official	email,	I	had	no
idea	how	to	write	a	cover	letter.	Sure,	you	can	find	a	“template”	of	a	cover	letter	online—a	simple	example	that	you	can	fill	in	with	your	own	information.	But	since	I	didn’t	know	anything	about	cover	letters,	I	didn’t	know	which	templates	were	good.	There	was	no	teacher	to	tell	me	if	the	online	template	I’d	chosen	was	the	right	one	for	the	job.	When
you	start	doing	business	in	English,	you’ll	quickly	learn	that	learning	to	speak	business	English	fluently	isn’t	enough!	You	need	to	be	able	to	write	correctly	and	in	an	engaging	manner.	You	need	to	know	the	right	words	to	use	and	when,	be	it	emailing	your	clients	or	drafting	a	report	to	your	boss.	Writing	in	business	English	is	indeed	a	craft,	and	it’s	a
skill	you	must	absolutely	master	if	you	want	to	succeed	in	the	workplace	or	kick-start	your	career.	You	can’t	write	an	email	the	way	you’d	casually	text	your	best	friend.	You	shouldn’t	make	a	PowerPoint	presentation	without	proofreading	and	spell-checking	the	information	in	all	the	slides.	Drafting	a	business	proposal	isn’t	the	same	as	writing	a	letter.
Yes,	the	business	world	is	a	scary	and	competitive	place,	but	(thankfully)	you	don’t	have	to	be	as	clueless	as	I	was	starting	out.	We’re	here	to	provide	you	with	the	right	courses	and	online	resources	to	help	you	master	the	art	of	business	writing	in	English	in	a	fast	and	efficient	manner.	So	How	Is	Writing	in	Business	English	Different?	Business	writing
differs	greatly	from	less	formal	styles	of	writing	in	many	ways.	The	language	itself	is	more	formal—no	short-forms	or	text	message	lingo	here.	Whether	it’s	an	email,	report	or	an	article,	there’s	a	particular	format	you	must	always	follow	and	never	play	around	with.	Your	ideas	must	be	presented	in	a	logical,	concise	way.	You	must	have	grammatically-
correct	sentences	and	interconnecting	paragraphs	(no	random	interjections,	ever!).	However,	there’s	no	reason	to	be	fazed.	Even	if	English	isn’t	your	first	language	or	writing	isn’t	your	strong	suit,	there	are	tips,	techniques	and	grammar	secrets	accessible	to	all	that	will	greatly	help	you	improve	and	be	a	pro	at	it.	That	is,	if	you	know	how	and	where
to	look.	How	to	Choose	the	Right	Business	Writing	Course	Online	The	best	way	to	go	to	learn	business	writing	is	to	sign	up	for	an	online	course.	Choosing	a	free	course	or	one	that	costs	money	will	depend	completely	on	your	means	and	your	areas	of	weakness.	Generally,	a	free	course	won’t	be	as	intensive	or	thorough.	However,	it	could	be	very	useful
for	understanding	the	basics	of	any	topic	and	the	important	things	to	watch	out	for.	Whether	you’re	signing	up	for	a	free	or	paid	course,	it’s	always	great	to	read	the	course	outline	carefully	and	highlight	the	areas	that	you’re	specifically	interested	in.	That	way,	you	can	focus	on	your	weaknesses	first	and	improve	faster.	Remember,	writing	effectively
in	business	English	isn’t	about	mastering	one	skill	(writing	only).	It’s	about	knowing	and	honing	different	crafts—grammar,	editing,	proofreading,	formal	language,	persuasive	writing,	paragraph-structuring	and	the	like.	So	if	you’re	looking	to	sharpen	your	skills	overall,	these	might	be	the	type	of	courses	for	you.	Alternatively,	depending	on	the	type	of
writing	you	do	more	frequently,	you	can	focus	on	courses	that	cover	the	art	of	writing	resumes,	emails,	cover	letters	and	so	on.	As	a	general	rule,	take	an	objective	look	at	your	previous	business	writing	samples	or	ask	someone	you	trust	to	grade	your	skills	and	identify	your	weakest	areas.	For	instance,	you	may	have	impeccable	grammar	and	spelling
but	haven’t	mastered	the	art	of	writing	formally.	Or	you	may	have	difficulties	structuring	your	paragraphs	in	a	proper	order	when	writing	an	email	and	require	immediate	help.	Knowing	your	strengths	and	weaknesses	beforehand	will	help	you	get	the	most	out	of	whatever	course	you	sign	up	for.	Resources	You	Should	Always	Keep	Bookmarked	No
matter	your	business	writing	skill	level,	these	resources	are	indispensable.	Grammarly	A	free	grammar	checker,	you	can	use	Grammarly	as	a	Chrome	extension	and	it’ll	check	everything	you	type	for	errors	while	using	the	web	browser.	You	can	also	download	it	for	use	on	Microsoft	Word	or	for	Windows	in	general.	Readable	To	put	it	briefly,	this	is	a
website	that	will	give	you	an	idea	of	how	“readable”	your	writing	is—it	can	analyze	keyword	density,	point	out	clichés	and	long	sentences	and	will	even	tell	you	when	you’re	using	the	passive	voice.	This	will	give	you	an	idea	of	what	areas	you	need	to	improve	upon.	Make	sure	you	run	your	article	on	this	site	by	either	copy-pasting	it	or	uploading	the	file
before	sending	it	to	your	boss.	You	can	even	check	the	readability	of	any	website	with	this	tool.	If	you	find	this	tool	to	be	really	beneficial,	then	you	can	opt	for	a	premium	membership	and	unlock	more	features.	Purdue	Online	Writing	Lab	Built	by	the	Writing	Lab	of	Purdue	University,	this	website	is	a	storehouse	of	information	and	resources.	Whether
it’s	plagiarism,	grammar	doubts,	citations	help	or	practice	worksheets	you	need	help	with,	this	site	has	it	all.	There’s	even	a	section	on	business	writing	for	different	audiences!	Easy	to	navigate,	Purdue	is	a	handy	site	to	check	if	you	need	a	refresher.	It	has	loads	of	references	that	cover	everything	from	the	mechanics	of	writing	to	writing	letters	of
recommendations	to	preparing	an	application.	Designed	with	the	needs	of	teachers,	students	and	other	users	in	mind,	Purdue	is	your	best	friend	if	you	want	to	learn	from	your	mistakes	and	improve	as	a	writer.	The	Best	Business	English	Writing	Courses	Inklyo	Inklyo’s	courses	are	absolutely	amazing	for	those	who	want	to	improve	in	specific	areas	of
English.	So,	if	you	already	know	what	your	weaknesses	are,	you	can	use	the	paid	courses	on	this	site	to	target	them	and	improve	them.	Once	you’ve	signed	up,	you’ll	have	unlimited	access	to	that	course	forever	in	case	you	ever	need	to	review	what	you’ve	learned	later.	Moreover,	you	can	opt	for	both	single	and	bundled	courses.	For	instance,	there	are
separate	“BootCamps”	for	editing	and	proofreading,	but	you	can	opt	for	a	bundled	course	and	save	money.	If	you’re	completely	new	writing	official	business	letters	and	proposals,	you	can	sign	up	for	their	“How	To	Write	A	Formal	Letter”	course	and	follow	it	up	with	the	“Resume	and	Cover	Letter	Bundle.”	Alison	Alison	is	a	world-famous	learning
platform	and	has	around	20	courses	geared	towards	effective	English	speaking	and	writing.	Tailored	to	niche	needs,	people	who	complete	courses	through	Alison	even	receive	diplomas	you	can	highlight	on	your	resumes.	Moreover,	most	of	the	courses	can	be	completed	in	less	than	two	hours.	So	if	you’re	low	on	time	and	have	a	business	presentation
to	make,	this	is	a	great	site	to	use.	Even	the	diploma	courses	can	be	completed	in	less	than	15	hours.	Even	if	you	spend	just	two	hours	a	day	on	this	site	for	learning,	you	can	master	a	valuable	skill	in	a	week.	And	here’s	the	best	bit:	The	courses	are	all	free—you	only	have	to	pay	for	the	certificates.	edX	If	you’re	looking	for	interactive	online	classes
from	the	best	universities	in	the	world,	these	two	free	edX	courses	won’t	disappoint.	If	you’re	constantly	making	grammar	mistakes	or	unsure	about	which	tense	to	use,	this	first	course	is	for	you.	The	“English	Grammar	and	Style”	course	by	the	University	of	Queensland	is	an	eight-week	course	that	covers	all	need	to	know	about	sentence	structures,
phrasal	verbs,	using	the	right	pronouns,	the	correct	usage	of	prepositions	and	more.	However,	for	those	who’ve	already	grasped	the	grammar	basics	and	are	ready	to	improve	their	overall	writing	and	presentation	skills,	the	course	“Business	Communications”	by	The	University	of	British	Columbia	promises	to	be	really	helpful	with	a	strong	focus	on
sharpening	your	business	communication	skills.	Coursera	Another	platform	specializing	in	MOOCs	like	edX,	Coursera	has	several	courses	on	business	writing	in	English.	The	course	“Business	Writing”	by	the	University	of	Colorado	Boulder	is	a	handy	introduction	to	the	subject.	It	teaches	you	to	craft	strong	opening	sentences	and	first	paragraphs,	as
well	as	providing	grammar	information.	For	non-native	speakers,	you	can	sign	up	for	the	specialization	“Enhance	Your	Business	English	Communication”	by	the	Hong	Kong	University	of	Science	and	Technology	which	has	five	courses	under	it,	one	of	them	being	“English	For	Effective	Business	Writing.”	Finally,	there’s	another	course	by	the	University
of	California,	Irvine	called	“High	Impact	Business	Writing”	that	covers	business	reports,	documents	and	presentations.	London	School	Of	English	Founded	in	1812,	the	LSE	is	actually	the	“longest-established	officially	accredited	school	in	Britain.”	They	provide	numerous	online	English	learning	courses	all	taught	by	verified	experts,	one	of	them	being
“Business	English	Online”	that	you	can	combine	with	their	Skype	English	lessons.	It	covers	a	module	on	business	writing,	and	you’ll	get	immediate	feedback	from	professionals.	If	you’re	unsure	about	whether	the	course	is	right	for	you	and	your	English	language	level,	you	can	take	a	free	online	test	on	their	website	to	see	if	you’re	the	right	fit.	If	you
score	between	three	and	eight,	the	course	is	a	great	choice.	Although	it’s	a	paid	course,	you	can	opt	for	a	free	trial.	You’ll	get	a	full	refund	if	you	inform	them	within	two	weeks	of	your	start	date	that	the	course	doesn’t	meet	your	expectations	or	skill	level.	It’s	always	a	good	idea	to	sign	up	for	a	short	free	course	to	gain	an	understanding	of	how
business	writing	works	and	identify	your	biggest	areas	of	need.	And	remember	that,	even	if	a	paid	course	is	a	little	pricey,	being	awesome	in	the	workplace	is	totally	worth	the	investment!	Archita	Mittra	is	a	freelance	writer,	artist,	ideator,	teacher	and	a	self-taught	Italian	speaker.	Visit	her	website	here	or	contact	her	at	archita.666@gmail.com	for
business	inquiries.
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