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Dear Sir, Name °

To the Members of the Board, °
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Dear Hiring Committee, *

Dear [Company Name] Leadership Team,
Attention: Customer Relations Department,

To the Management of [Company Name],
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With reference to your recent loan application, we are pleased to inform you that your request has been
approved.
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Reference to our phone conversation regarding the recent activity on your account, we have completed a
thorough review and found no unauthorized transactions.
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Example: | hope this letter finds you well. | would like to sincerely apologize for the delay in >

responding to your recent inquiry.
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Example: If you have any immediate questions or concerns, please do not hesitate to contact me directly at [your >

contact information].
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Example: Thank you for your understanding and patience in this matter. We truly value your relationship >
with [Your Bank Name].
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Subject: Important Document Attached - Action Required
Dear [Addressee's Name],
I trust this message finds you well. We appreciate your ongoing partnership with [Your Bank Name] and value the
opportunity to serve you.
We would like to bring to your attention an essential document that requires your prompt review. Kindly find attached
[Document Name] detailing [Brief Description]. Your attention to this matter is crucial, as it pertains to [provide context
or urgency].
Please take a moment to review the attached document and feel free to reach out if you have any questions or require
further clarification. Your cooperation in this matter is highly appreciated.
Thank you for your continued trust in [Your Bank Name]. We look forward to serving you with excellence.
Best regards,
[Your Full Name]
[Your Position]
[Your Contact Information]

[Your Bank Name]
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Spelling

< The use of correctly spelled words is important in all business writing because you are presenting a professional
document. A misspelled word can reflect negatively on your image. It may also result in confusion in meaning.
<+ Here are some tips to improve spelling issues when writing:

«» Familiarize yourself with commonly misused words, particularly sets of words often mistaken for each other.

Example: Affect vs. Effect

> Affect is to influence or change. (Our income has been affected by the global recession.)

> Effect is the impression, result. It can also mean ‘to cause’. (The global recession has a dramatic effect on
our income.)

» This problem also happens with pronouns or pronoun-linking verb contractions which sound alike.
Examples: who’s vs. whose, their vs. they’re and your vs. you're.

» Make sure you pronounce words properly. Colloquial pronunciations can cause people to omit certain
letters in writing. Example: writing ‘diffrence’ instead of ‘difference’ because one pronounces this word
with a silent first e.

> Note some friendly rules on spelling. Example: i before e, except after c (e.g. receive, belief)

»> If you’re writing for an international audience, note that there are acceptable spelling variations in the
different kinds of English. For example, American and British English tend to have many differences in
the spelling of the same words. Notable are the use of -ou instead of —o, as in colour vs. color; -re
instead of —er, as in centre vs. center; -ise instead of —ize, as in realise vs. realize.

» Lastly, use spelling resources! These days, spell checking is as easy as running a spell check command on
your word processing software. If you’re still uncertain after an electronic spell check, consult a

dictionary.
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Grammar details rules of language syntax. Like spelling issues, grammar violations in a business document can reflect
negatively on a professional or a company. Care should be given that all business documents are grammatically correct.

Here are two grammar issues most business writers have trouble with.

NOTE: All grammatical rules discussed here have exceptions and complex forms.

Subject-verb agreement:

Singular subjects go with singular verbs, and plural subjects go with plural verbs. The singular form of
most subjects contains the suffix —s or —es. The opposite is true for verbs; it’s the singular verbs that end
with —s.

Note though that some subjects have unusual plural forms (e.g. medium- media, man-men, etc.)

Verb tenses

Modern English has six tenses, each of which has a corresponding continuous tense. The first three:
present, past and future are less problematic.
The other three tenses, perfect, past perfect, and future perfect, are formed with the helping verbs

have, has, and had.

Perfect tense:

is used to express an event that happened in the past, but still has an effect on the present. Example: Mr.

Michael Johnson has managed this company for the past 5 years.

Past perfect tense:

is used to express an event that took place before another action, also in the past. Example: Mr. Myers had

been sitting on a meeting when the client called.




Future perfect:

tense is used to express an event that took place before another action, also in the past. Example: Mr.
Myers had been sitting on a meeting when the client called.

Future perfect tense is used to express an event that will have taken place at some time in the future.
Example: | will have finished by 10pm.

In business writing, there are standard tenses used depending on the type of document you are writing.
Business cases (to be discussed in a later module) may be written in past or future tense depending on
whether the purpose is to discuss how a project was executed, or propose how it would be executed.
Verb tenses can also vary within the same business document. The Organization Overview section of a
proposal may be written in perfect tense, while the Financial Projection Section written in present

tense.




Module Three

Punctuation
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”

Commonly used punctuations include:

Period (.) :

used to end a sentence, indicating a full stop. Periods are also used after initials and abbreviations.

Question Mark (?) :

used after a question.

Exclamation Point (!) :

used after statements expressed with strong emotion.

Comma (,) :

used to separate items in a series. Also used before and, but, or, nor, for, so, and yet, when they join
independent clauses (unless the clauses are short). It is also used to separate items that interrupt a

series.

Colon (:):

used to mean “note what follows,” and is typically succeeded by an elaboration, summation,

interpretation of what it precedes.

Apostrophe (‘) :

used to show belonging or to indicate the omission of letters in a word.

Semicolon (;) :

used to link independent clauses not joined by a coordinating conjunction. As a rule, use a semicolon to

end complete sentences in cases where you’re not indicating a full stop.




Module Four

Types of Sentences



Types of Sentences

Declarative:

» The most commonly used sentence type in business writing, these are sentences that make a statement.
They end with a period.

U Example: We are writing to inform you that your account would be expiring in ten days.

Interrogative:

» These are sentences that ask a question. They end in a question mark. Interrogative questions don’t
necessarily follow the format of subject + predicate.

U Example: Would you be format renewing your account this year?

Imperative:

» These are sentences that give a command or make a request. They usually end with a period, though
sometimes they can end with an exclamation point (although to do so is not recommended in business
writing).

> Imperative sentences are advisable when you’re making a ‘to-do’ list, creating an agenda or are
outlining an instructional manual.

U Example: Please inform Joseph that we would be expecting his payment on Monday.
Exclamatory:

» These are sentences that express strong feeling. They usually end with an exclamation mark.

U Example: Congratulations for getting promoted to Vice-President!
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