
Business 
Letters



Types of 
Business 
Letters

Inquiry Letter

Sales Letter

Order Letter

Complaint Letter

Complaint Handling Letter



Inquiry 
Letter

It is a letter written to enquire the 
information related to something.

The objective of the Inquiry Letter is 
to make a request to the recipient.

In other words, it is written to get 
the response from the recipient 
with the action that satisfies the 
enquiry.



Format



Sales Letter

• Sales Correspondence is a written communication between two parties with the motive of 

sales. A sales letter is a form of sale correspondence. 

• It is a letter that tries to sell a product.

• Sales letters are an effective way to communicate with clients.

• It may target a specific group to grab their attention. It is like a salesman discussing the 

purpose but in the form of a letter.



Format



Order Letter

• An order letter, also known as a purchase order

• An order letter is written to a company for an official product or service 
requirement.



Format



Complaint & Complaint Handling 
Letter

• A Complaint Letter is a type of letter written to address any type of wrong-doing,

offense, grievance, resentment arising out of a product, service, etc. It is used to raise

your concern about unfair things and seek a productiveoutcome.

• Complaint Handling Letter is a response to the complaint letter. If a customer

writes a complaint letter, a company responds to the grievancesof the customer.

• Format for both is same as mentioned earlier in Inquiry Letter.



Job Application


