
List of the most common phrases that you can use in a business 
letter

Created: Thursday, 26 December 2013 05:41 | Published: Sunday, 16 February 2014 16:15 | Written by 
Monika Agarwal | Print

A business letter is a very important piece of document. It represents the company in communication and acts as a 
medium for goodwill and business handling. There are various scenarios in day-to-day operations of a business that 
requires use of official letters. Different situations require different wordings. Onlystrong command over the English 
language can guarantee a properly formatted business letter. You should always strive to draft a letter that brings tangible 
results.

The recipients should come to know about your company's quality and standard just by reading the business letter. A 
powerful and effective letter is concise, simple and uses straightforward English vocabulary. The sentences are well 
structured and not random. In case you are not able to address the concerned person directly or you are unaware who the 
person is, you can write "To whom it may concern". You should always start your letter with 'Dear'. For example:

a. Dear Mr. James
b. Dear Ms. Flora
c. Dear Valued Customer
d. Dear Sir.

Sample Situations And Phrases For A Business Letter:

1.Information Letters

a. I am writing to inquire/enquire/ask about . . .
b. Could you please send me . . .
c. I came to know about...and would like to...
d. I am writing in reference to . . .
e. I look forward to hearing from you.

2.Notification Letters

a. Please be aware that . . .
b. I would like to inform you of a recent policy change.
c. I am happy to inform you that . . .
d. Your request for funding has been approved...
e. I am writing to let you know that . . .
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3.Introduction Letters

a. Samsung Galaxy 5 is coming out next month...
b. I am writing to tell you about . . .
c. This product/service is designed to. ...

4.Referral Letters

a. I am writing in reference to . . .
b. Please refer to the enclosed invoice.
c. I am writing in regard to . . .
d. I hope you have had a chance to look over the materials we sent.

5.Request Letters

a. I would like to order ten ink toners.
b. Could you please send me your most recent sample?
c. I would be very grateful if you could send me this information.
d. Please return the enclosed envelope with your payment.

6.Collection Letters

a. Our records show that . . .
b. Your monthly installment is past due.
c. Please send payment as soon as possible.
d. According to our records . . .

7.Response Letters

a. You can learn more about this at . . .
b. Enclosed is the information you requested.
c. Thank you for your interest/inquiry
d. If you require assistance, please contact:
e. If I can be of more help, please feel free to contact me at . . .

The above samples will show you how to draft great business letters, which highlights your English vocabulary skills. 
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Utilize them in your company with the help of anonline English guide. You can also join an online spoken English class 
and fine-tune your communication skills.

About Eagetutor:

eAgeTutor.com is the premier online tutoring provider. eAge's world-class faculty and ace communication experts from 
around the globe help you to improve in an all round manner. Assignments and tasks based on a well-researched content 
developed by subject matter and industry experts can certainly fetch the most desired results forimproving spoken English 
skills. Overcoming limitations is just a click of mouse away in this age of effective and advance communication 
technology. For further information on onlineEnglish speaking course or to experience, the wonders of virtual classroom 
fix a demonstration session with our tutor. Please visit www.eagetutor.com.

Contact us today to know more about our spoken English program and experience the exciting world of e learning.

- By Monika Agarwal
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