Business letters: where to begin

Reread the description of your task (for example,
the advertisement of a job opening, instructions
for a proposal submission, or assignment prompt
for a course). Think about your purpose and what
requirements are mentioned or implied in the
description of the task. List these requirements.
This list can serve as an outline to govern your
writing and help you stay focused, so try to make
it thorough. Next, identify qualifications,
attributes, objectives, or answers that match the
requirements you have just listed. Strive to be
exact and specific, avoiding vagueness, ambiguity,
and platitudes. If there are industry- or field-
specific concepts or terminology that are relevant
to the task at hand, use them in a manner that will
convey your competence and experience. Avoid
any language that your audience may not
understand. Your finished piece of writing should
indicate how you meet the requirements you've
listed and answer any questions raised in the
description or prompt.
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Sample #1

6123 Farrington Road
Apt. B11

Chapel Hill, NC 27514
January 11, 2005

Taylor, Inc.
694 Rockstar Lane
Durham, NC 27708

Dear Human Resources Director:

| just read an article in the News and Observer
about Taylor's new computer center just north of
Durham. | would like to apply for a position as an
entry-level programmer at the center.

| understand that Taylor produces both in-house
and customer documentation. My technical writing
skills, as described in the enclosed resume, are
well suited to your company. | am a recent
graduate of DeVry Institute of Technology in
Atlanta with an Associate’s Degree in Computer
Science. In addition to having taken a broad range
of courses, | served as a computer consultant at
the college’s computer center where | helped train
users to work with new systems.

| will be happy to meet with you at your
convenience and discuss how my education and
experience match your needs. You can reach me
at my home address, at (919) 233-1552, or at
krock@devry.alumni.edu.

Sincerely,

Raymond Krock



