
International 
Business Letters -

Overview

• Business letters are formal written communications used for various 
purposes, including making inquiries, giving responses, offering proposals, 
and establishing formal agreements.

• They are essential for maintaining professionalism and clarity in 
communication.

Purpose of 
Business Letters:

• Proper formatting is crucial for international business letters as they help 
establish credibility and ensure that messages are clear and respectful of 
cultural norms.

Format 
Importance:



Components of International Business 
Letters

• Includes the recipient's full name, title, company name, and address.1. Inside Address:

2. Salutation:Formal greeting, which should 
be adjusted based on the recipient’s title.

Examples:

Dear Mr. Smith (if you know the recipient's 
name)

Dear Sir/Madam (if you don’t know the 
recipient's name)

To Whom It May Concern (if the recipient is 
unknown)



Structure of the Body of 
Business Letters

Body of the Letter:

The body communicates the 
purpose of the letter. It is 

generally divided into three 
parts:

Introduction: Briefly state the 
purpose of the letter.

Example: "I am writing to 
inquire about the new 

software products offered by 
your company."

Main Content: Provide 
detailed information or 

requests.

Example: "We are particularly 
interested in your CRM 

solutions and would like to 
know more about the 
features and pricing."

Conclusion: Provide a clear 
call to action or next steps.

Example: "I look forward to 
your prompt response and 

hope we can schedule a 
meeting to discuss this 

further."



Complementary 
Closing and 
Signature

• A formal closing to end the letter, maintaining professionalism.

• Examples:

• Yours sincerely (when you know the recipient's name)

• Yours faithfully (when you don’t know the recipient's name)

Complementary 
Closing:

• Leave space for your signature after the complementary 
closing.

• Include your typed name, job title, and company name below 
your signature.

Signature:



Envelope 
Format for 
Business 
Letters

• The recipient's name, title, and address are placed in the 
center of the envelope.

• Return Address: Include your company address in the top 
left corner.

• Postage: Ensure proper postage is affixed according to the 
destination country.

Envelope 
Layout:



International Business Reports -
Overview

Purpose of Reports:

Reports are formal documents 
used to communicate findings, 

research, and recommendations 
to stakeholders.

A well-structured report 
improves decision-making and 

provides clear insights.

The formatting and presentation 
are especially important in 

international reports as they 
ensure clarity across different 

cultures and languages.



Key Elements of a 
Business Report

• The title should be clear, concise, and reflect the content of the report.

• Example: "Market Research Report: Opportunities in the Asian Market"1. Title:

• Clearly define the issue or challenge the report addresses.

• Example: "The purpose of this report is to analyze the decline in 
customer satisfaction over the past year."

2. Statement of 
Problem:

• Outline the goals of the report, explaining what you aim to achieve.

• Example: "To identify the root causes of the decline in customer 
satisfaction and propose strategies for improvement."

3. Objectives:



Report Methodology, 
Findings, and 

Recommendations

• Describe the methods used to gather data and conduct analysis.

• Example: "Data was collected through surveys, customer 
feedback, and sales reports from Q1 2024."

4. Methodology:

• Present the key discoveries from the research or analysis.

• Example: "Findings suggest a significant drop in customer 
satisfaction due to delayed deliveries and poor customer service."

5. Findings:

• Offer actionable suggestions based on the findings.

• Example: "It is recommended to implement a new delivery 
tracking system and invest in customer service training."

6. Recommendations:



Transmittal 
Document and 

Executive Summary

7. Transmittal 
Document:

A transmittal letter 
accompanies a report, 

summarizing the report's 
purpose and providing 

necessary context.

Example: "Dear [Recipient], 
please find attached the report 

detailing the findings of our 
market analysis. We hope the 

insights provided will aid in 
your decision-making 

process."

8. Executive 
Summary:

A brief overview of the report, 
summarizing key points, 

findings, and 
recommendations.

Example: "This executive 
summary provides a concise 

overview of the market trends 
in the Asian region and offers 

strategic recommendations for 
entering new markets."

Tip: The executive summary 
should be able to stand alone, 
providing enough information 

for someone to understand 
the report without reading it in 

full.


