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Types of Business Letters 

A. Letters of Inquiry 

 Written by a firm or a purchaser who intends to buy goods 

 Contains details about regarding and required goods/services 

 May add contain a request for sample/demo 

 Specifies the terms and mode of payment 

 Specifies time and mode of delivery 

 Ends with the gesture of long term relationships 

 

B. Letters of placing Orders 

 It is a legal document. 

 Contains details about regarding purchased goods/services 

 Avoid using objectives for the product as well as supplier. 

 If any advance payment done, mention in the letter. 

 Do indicate the preferable mode of shipping/carting. 

 

C. Letters of Complaint 

 It is written to express customer’s dissatisfaction regarding the product 

or service 

 State the reason and explain the problem in detail in the main body 

 Give precise and necessary information 

 State what actions you want to be taken regarding the issue at the end. 

 Use present tense to express your wish or hope 
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D. Letters of Cancellation 

 The opening paragraph should confirm the action taken i.e. cancellation 

of the order. 

 The second paragraph should clearly give the convincing reasons for the 

actions 

 The next paragraph should state the next step of action to be taken. 

 The concluding line should hint at the future consequences of such an 

attitude 

 

 

E. Letters of Executive Orders 

 Execution is a formal communication done to the buyer 

 1st paragraph should be tanking the customer for placing the order. 

 The next paragraph should give in detail how the goods have been sent 

 The last paragraph should express supplier’s desire for better relations. 
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