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Claim Letter Assignment                  

Formatting Letters 

There are several formats for writing business letters. The two most common formats are block and modified block. The major difference between the two formats is a matter of design. With block, all parts of the letter (return address, date, inside address, salutation, body, and complimentary closing) are left-justified. With modified block, the return address, complimentary closing, and signature are aligned at page center.

Example of block style
Example of modified block style
Remember, either format is acceptable in business writing. The choice is truly a matter of writer preference. However, make sure to correctly format the style you choose, and do not try and mix the two styles simultaneously in one letter.

                

Types of Letters
There are a number of different types of business letters. It is the purpose for writing that dictates what type of letter you should write. Below are some of the most common types of business letters. 

· Claim Letter 

· Inquiry Letter 

· Cover Letter 

· Thank you Letter  
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1. Claim Letters

Claim letters voice a complaint, typically about poor service, defective goods, unfair treatment, or unsatisfactory business. Tone is especially important with claim letters to ensure that your request is met. Keep in mind the following when writing either a routine or arguable claim letter:
 

· Tell the reader what you are writing about. Include specific details such as dates, order numbers, times, items, place of purchase, etc. If necessary, send photocopies – not originals – of documents that will back up your claim, such as: 

· A purchase order 

· A receipt 

· A service agreement or warranty 

·  A picture/description of the product delivered or purchased 

· An insurance document 

· Describe the situation or problem accurately and completely. Be objective and to the point. Don’t be long-winded or dramatic. 

 
· Clearly state the action you expect. Request – don’t demand. If possible, provide two choices for the business to act on in order to maintain goodwill and show good faith and effort on your part. Give a specific deadline (allow at least 2-3 weeks for the response). Examples of expectations include: 

· Do you expect a refund? 

· Do you want the item repaired or replaced? 

· Do you want to cancel your order? 

· Would you accept partial payment? 

· Do you want your account credited? 

· Do you want a written or verbal apology? 

· In your clearly stated request, you may need to make a special appeal. These are most effective if placed at the end of your letter. Examples of appeals include: 

· An appeal to the company’s pride in its products or services 

· An appeal to the company’s reputation for honesty 

· An appeal to the company’s record of living up to its promises 

· An appeal to fear: you may report the company to the Chamber of Commerce, the Better Business Bureau, the State Commissioner of Insurance, or you may file a claim in Small Claims Court 

 Note: Avoid using an appeal to fear, or threats, whenever possible. This is a last resort, so you should try other methods before using this one. If you wish to use an appeal to fear, make it clear in the body of your letter that you have already tried other options.
 

 

· Include a courteous ending. Lead by example and state what you want to happen next. 

Examples of claim letters
Write a complaint letter that gets results
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2. Inquiry Letters

An inquiry letter is a basic request for information from the reader. Inquiry letters can be solicited or unsolicited, meaning the reader is either expecting (or wanting) your letter or the reader was not expecting such a request. Again, your approach to the letter will depend on your purpose. 
 

If you are writing a solicited inquiry letter, the reader has likely advertised a service and/or product and will be happy to fulfill your request - which make sense, since you are a potential customer! If you are writing an unsolicited inquiry letter, however, you will need to make it worth it to the reader to provide you the information. For both types of inquiry letters, it is especially important to be gracious and user-oriented. 
 

Keep in mind the following when writing either an inquiry letter:
 

· Do your homework! 

·  Introduce yourself and your reason for writing. 

·  State what you want clearly and specifically. 

· Give the reason for the inquiry, if practical. 

·  Specify a date by which you need the information. 

· Include an expression of appreciation for the addressee’s consideration of your request. 

· Include a self-addressed, stamped envelope if requesting information be sent back to you. 

Examples of inquiry letters
    

[Written Communication Home] 
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	3. Cover Letters

What is a cover letter?

To be considered for almost any position, you will need to write a letter of application. Such a letter introduces you, explains your purpose for writing, highlights a few of your experiences or skills, and requests an opportunity to meet personally with the potential employer.

Precisely because this letter is your introduction to an employer and because first impressions count, you should take great care to write an impressive and effective letter. Remember that the letter not only tells of your accomplishments but also reveals how effectively you can communicate.

The appropriate content, format, and tone for application letters vary according to the position and the personality of the applicant. Thus you will want to ask several people (if possible) who have had experience in obtaining jobs or in hiring in your field to critique a draft of your letter and to offer suggestions for revision.

Despite the differences in what constitutes a good application letter, the suggestions on these pages apply to all.

How to format a cover letter

· Type each letter individually, or use a word processor. 

· Use good quality bond paper. 

· Whenever possible, address each employer by name and title. 

· Each letter should be grammatically correct, properly punctuated, and perfectly spelled. It also should be immaculately clean and free of errors. Proofread carefully! 

· Use conventional business correspondence form. If you are not certain of how to do this, ask for help at the Writing Center. 

What to include in a cover letter

· Try to limit your letter to a single page. Be succinct. 

· Assess the employer's needs and your skills. Then try to match them in the letter in a way that will appeal to the employer's self-interest. 

· As much as possible, tailor your letter to each job opportunity. Demonstrate, if possible, some knowledge of the organization to which you are applying. 

· Write in a style that is mature but clear; avoid long and intricate sentences and paragraphs; avoid jargon. Use action verbs and the active voice; convey confidence, optimism, and enthusiasm coupled with respect and professionalism. 

· Show some personality, but avoid hard-sell, gimmicky, or unorthodox letters. Start fast; attract interest immediately. For more information see Business Letter Format. 

· Arrange the points in a logical sequence; organize each paragraph around a main point. 
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How to organize a cover letter

Below is one possible way to arrange the content of your cover letter.

Opening Paragraph
State why you are writing.

Establish a point of contact (advertisement in a specific place for a specific position; a particular person's suggestion that you write): give some brief idea of who you are (a Senior engineering student at UW; a recent Ph.D. in History).

Paragraph(s) (2- 3)

Highlight a few of the most salient points from your enclosed resume.

Arouse your reader's curiosity by mentioning points that are likely to be important for the position you are seeking.

Show how your education and experience suit the requirements of the position, and, by elaborating on a few points from your resume, explain what you could contribute to the organization.

(Your letter should complement, not restate, your resume.)
Closing Paragraph

Highlight a few of the most salient points from your enclosed resume.

Arouse your reader's curiosity by mentioning points that are likely to be important for the position you are seeking.

Show how your education and experience suit the requirements of the position, and, by elaborating on a few points from your resume, explain what you could contribute to the organization.

(Your letter should complement, not restate, your resume.) 

Stress action. Politely request an interview at the employer's convenience.

Indicate what supplementary material is being sent under separate cover and offer to provide additional information (a portfolio, a writing sample, a sample publication, a dossier, an audition tape), and explain how it can be obtained.

Thank the reader for his/her consideration and indicate that you are looking forward to hearing
 from him/her.
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Questions to guide your writing*

· Who is my audience? 

· What is my objective? 

· What are the objectives and needs of my audience? 

· How can I best express my objective in relationship to my audience's objectives and needs? 

· What specific benefits can I offer to my audience and how can I best express them? 

· What opening sentence and paragraph will grab the attention of my audience in a positive manner and invite them to read further? 

· How can I maintain and heighten the interest and desire of the reader throughout the letter? 

· What evidence can I present of my value to my audience? 

· If a resume is enclosed with the letter, how can I best make the letter advertise the resume? 

· What closing sentence or paragraph will best assure the reader of my capabilities and persuade him or her to contact me for further information? 

· Is the letter my best professional effort? 

· Have I spent sufficient time drafting, revising, and proofreading the letter?

*From Ronald L. Kraunich, William J. Bauis. High Impact Resumes & Letters. Virginia Beach, VA: Impact Publications, 1982.
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*Reprinted from:  

http://online.nwtc.edu/instructors/mdonlin/Written%20Communication/competencies/business%20letters.htm
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4. Thank-You Letters

Thank You: The two most important words! Score points with courteous, professional or personal thank-you letters. Choose from dozens of samples.

Thank-you letters are a nice thought following any occasion. They can be used to:

· Demonstrate/reiterate your interest in a project, product, position, etc.

· Thank someone for their assistance or contribution.

· Make or reinforce a good impression.

· Promote opportunities for further collaboration.

· Form or strengthen positive business and personal relationships.

· Acknowledge receipt of a resume, invitation, report, or other important documents.

8 Thank-You Letter Tips:

1. Write clearly and concisely; this is no time to be longwinded or flowery.

2. Be sincere--most people can sense when you aren't being honest.

3. Stick to the point.

4. Write the thank-you letter as soon as possible after the event (for a job interview, this should be within 24 hours of the interview). However, do not thank the person beforehand (for example, "Thanking you in advance for your help in this matter"). To do so is presumptuous and suggests you are unwilling to write a follow-up letter.

5. Use quality paper. Handwrite personal letters, and use customized letterhead for business correspondence. E-mail may also be appropriate in less formal situations, especially if the addressee expresses a preference for it or if time constraints require it.

6. Proofread the letter before sending it: grammatical errors and typos are sloppy and unprofessional.

7. Be specific and include details from the event. Make your letter stand out (don't send a generic letter that could be to or from anyone).

8. Address your letter to a specific person, if possible, not just the company or organization in general.

Thank-You Letter Statistics

· In a 2001 survey by the Emily Post Institute, 70 percent of the respondents said e-mailing thank-you notes was appropriate, especially to acknowledge a small gift or gesture.

· Even if they're seldom executed, thank-you notes still are expected in other arenas. A survey in August 2005 by CareerBuilder.com found that: 

· Nearly 15 percent of hiring managers would reject a job candidate who neglected to send a thank-you letter after the interview 

· 32 percent said they would still consider the thankless prospect but that their opinion of him or her would diminish 

· Nearly a quarter (23 percent) of managers prefer handwritten thank-yous 

· 21 percent seek a typed hard copy 

· 19 percent want e-mailed thank-yous followed up with a snail-mailed letter 

*Reprinted from:  http://www.writeexpress.com/thank-you.htm?source=overture+thank+you+letter&ovmkt=DD8TJM4GH36157UAGQM3FV4DEC&OVRAW=thank%20you%20letters&OVKEY=thank%20you%20letter&OVMTC=standard

Other Useful Internet Resources

http://www.wisc.edu/writing/index.    
http://owl.english.purdue.edu/handouts/html
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