Definition:

The salutation or greeting in a business letter is an essential component
that sets the tone for the rest of the correspondence.

It is a formal way of addressing the recipient and demonstrates respect
and professionalism.

Here's a detailed explanation of the salutation/greeting in a business
letter:

A.Purpose of Salutation/Greeting:-

/
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Formality:

Establishes a formal and respectful tone for the
letter.

Personalization:

Indicates that the letter is specifically addressed to
the recipient.

Professionalism:

Maintains a professional approach in business

communications.
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** Placement

~

The salutation is placed below the recipient’s
address and any subject line.

It is typically left-aligned in the letter format.

-
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B. Common Salutations

1. Dear [Title] [Last Name],

Most common and formal salutation.

Example: "Dear Mr. Sharma",

2. Dear [First Name] [Last Name],

C )
Used when the recipient is known well but still in a
formal context.

Example: ""Dear Sameer Sharma",

- /

3. Dear [Title],

C )
Used when the recipient’s name is unknown,
addressing their position.

Example: "Dear Manager",
- /




4. To Whom It May Concern,

( N
Used when the recipient’s name and title are

unknown.
Suitable for more general or mass communications.

Example: "To Whom It May Concern",
_ /

C. Guidelines for Writing Salutations

+* Use the Correct Title:

Ensure the use of appropriate titles (Mr., Ms., Dr.,
etc.) based on the recipient's gender, position, and
preference.

s Spell the Name Correctly:

Double-check the spelling of the recipient’s name
to avoid any errors, as this reflects attention to

detail and respect.
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% Use a Comma or Colon:

-

In American English, a comma is commonly used
after the salutation.

In British English, a comma or a colon may be used.

o /

»  Formal Titles and Positions:

4 N

When addressing someone by their position or
title, capitalize the title.

L)

Example: ""Dear Director of Marketing",

& J

¢ Gender Neutral Options:

If the recipient’s gender is unknown, use their full N
name or position.

Example: ""Dear Amita Khurana", or "Dear Hiring
Manager",

& J




Known Recipient with Formal Relationship

[ Dear Mr. Sameer, }

Known Recipient with Informal Relationship

[ Dear Sam, J

Unknown Recipient

[ Dear Sir/Madam, }

General Inquiry or Formal Complaint

[ To Whom It May Concern, J

Recipient with Specific Position

[ Dear Human Resources Manager, J




283 Business Street

City, State, ZIP Code

July 2, 2024

Mr. Sameer Sharma

XYZ Corporation

456 Company Avenue

City, State, ZIP Code

Dear Mr. Sharma,

Subject: Inquiry About Product Availability

| am writing to inquire about the availability of your latest product, the XYZ
Model 123. Our company is interested in purchasing a large quantity for our
upcoming project.

Could you please provide us with detailed information about the product
specifications, pricing, and availability? Additionally, we would appreciate any
bulk purchase discounts you may offer.

Thank you for your prompt attention to this matter. We look forward to your
response.

Sincerely,
[Handwritten Signature]

Amita Khurana

Procurement Manager




