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ABSTRACT

This article explores the features of business letters, highlighting their significance,
structure, and best practices in both English and Uzbek contexts. Business letters are
essential tools for professional communication, and understanding their elements is crucial
for effective correspondence. The article examines the components of a business letter,
providing guidelines for writing clear and professional letters that achieve their intended
purpose.
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AHHOTAIUA

B »Toi1 cratbhe HCCIICAYIOTCA OCO6GHHOCTI/I ACJIOBBIX ITMCCM, IIOAYCPKHUBAA HX
3HAUYCHUE, CTPYKTYpY M Jydlllue MPAKTUKA KaK B aHIJIMMCKOM, TaK U B Y30€KCKOM
KOHTCEKCTC. I[CJ'IOBBIC MM1UcCbMa SBJIAIOTCA BA)XHBIMHM MHCTPYMCHTaAMU HpOCI)eCCI/IOHaJ'IBHOFO
oOlleHus, ¥ MOHUMAaHHUE WX 3JIEMEHTOB MMEET pellarolee 3HaueHue st d(pPexTuBHON
IMECPCIINCKU. B cratbe paccMaTpuBarOTCd KOMIIOHCHTBI JOCJIOBOTO IIMCbMA, OdakOTCs
PEKOMCHAAIMKU 110 HAIIMCAHUIO YCTKUX U HpO(l)GCCI/IOHaJIBHBIX IMUCEM, AOCTUTAIOIIUX
MMOCTaBJICHHOM 1IEJIH.

KuaroueBbie cioBa: [lenoBoe nucemo, [Ipodeccuonanbnoe obmienue, CTpyKkTypa
nucbMa, D heKkTuBHAs Iepenucka, JleroBoe nucpLmMo.

Business letters serve as formal means of communication in the professional world.
They are used for various purposes, including making inquiries, requests, complaints, and
providing information. Understanding the features of a well-structured business letter is
essential for effective communication. This article discusses the components of a business
letter, providing insights and guidelines for writing them in both English and Uzbek
languages.

Components of a Business Letter
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1. Heading (Letterhead)
- Contains the sender's address and date.
2. Inside Address
- Includes the recipient's name, title, company, and address.
3. Salutation
- Formal greeting, e.g., "Dear Mr. Smith,".
4. Body
- The main text of the letter, divided into paragraphs.
5. Closing
- Formal closing phrase, e.g., "Sincerely,".
6. Signature
- The sender's handwritten signature.
7. Enclosures
- Indicates any additional documents included.
Guidelines for Effective Business Letters
- Clarity and Conciseness
- Ensure the message is clear and to the point.
- Formal Tone
- Maintain a professional tone throughout the letter.
- Proper Formatting
- Use a standard format with appropriate margins and font.
- Proofreading
- Check for grammatical errors and typos.
Characteristics of Business Letters
- Clarity and Conciseness
- Ensuring the message is clear and to the point is crucial.
- Formal Tone
- Maintaining a professional tone throughout the letter is necessary.
- Proper Formatting
- Proper formatting of the letter, such as using a standard format, is essential.
- Proofreading
- Checking for grammatical and spelling errors is important.
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Business Letter Format

January 1, 20XX

Erasto Oraro

ABC Company, Inc.
1234 West Main Street
San Diego, CA XXXX

Dear Ms. Erasto,

| am submitting this request for a leave of absence to tend to
important personal matters beginning next month. If possible, |
would like to take my leave beginning March 15 and return to
the office April 3, 20XX.

| can make myself available intermittently to answer questions
via phone or email, and am happy to do whatever necessary to
ensure a smooth transition before my leave begins.

Thank you for your consideration,

Sincerely, Erasto Oraro

|SMART l

BUSINESS
BOX—

Figure 1. Example of a business letter

Conclusion. In conclusion, a well-structured business letter is a vital tool in
professional communication. Understanding and applying the correct format and features of
business letters can significantly enhance the effectiveness of your correspondence. By
adhering to the guidelines discussed, professionals can ensure their business letters are clear,
concise, and professional , thereby achieving their intended purpose.

: % http://universalpublishings.com




XXI ASRDA INNOVATSION TEXNOLOGIYALAR, FAN VA TA'LIM
TARAQQIYOTIDAGI DOLZARB MUAMMOLAR

2-TOM, 6-SON
REFERENCES

1. Block, D. (2008). Business Communication: Principles and Practice. Pearson
Education.

2. Guffey, M. E., & Loewy, D. (2015). Essentials of Business Communication.
Cengage Learning.

3. Bovee, C. L., & Thill, J. V. (2016). Business Communication Today. Pearson.

4. MakcynoB, M. (2012). buznec Makryonapununr Teopus Ba Amanuéru.

TomkeHnT: ®aH HAIPUETH.
5. Johnson, D. A. (2014). Effective Business Writing. Kaplan Publishing.

E%% http://universalpublishings.com




