Organizational Pattern for Paragraphs in a
 Routine Business Message

(This pattern of organization applies to letters, memos, emails, and oral communications, telephone conversations or voice-mail business messages.)

The organizational plan for a business message is quite simple. This type of message is the most frequently written and received.  Remember, business writing is different from other types of composition. Business communications should say exactly what is meant, and mean exactly what they say. Write straight to the point; eliminate every unnecessary word!

Instead of making your message seem skimpy, this method accomplishes precisely what it should. When you write this way, your message won’t include any extra words, feelings, repetition, or anything else that might confuse the reader. Business writing is lean and clean. Just the facts! No fat allowed.
Approach every business message with the thought that your communication can be accomplished with a “Body” of three paragraphs: “Introductory Paragraph,” “Discussion,” and “Concluding Paragraph.” No matter what the situation, if you send routine information, organize your message like this.
Immediately after the “Salutation” (Dear Sir, Dear Madam, Attention: Hiring Committee . . . , Dear Name, best if you know the name of who you are writing to), state your purpose for writing in the “Introductory Paragraph.” That’s all! Often the main message of a business communication is just one or two sentences.

The second paragraph (sometimes more than one) is called “Discussion” and is the place to write all the details the reader needs in order to understand the main message you wrote in the first paragraph. Be sure you have included everything. You may need to answer these questions:  What? Which? Where? When? Why? How? 
The final portion of the letter is the “Concluding Paragraph” and should contain only a polite ending that refers to the future in some way. Do not repeat what you said in the first two paragraphs. Instead, use a courteous phrase such as “I look forward to hearing from you soon,” or “Please call if I can provide further information,” or “We look forward to serving you again,” or “I await your response.” Choose whatever fits your specific reason for writing.
Possibilities for ending a letter with a “Complimentary Closing”: 1) Sincerely, (2) Yours faithfully, 3) Yours sincerely, 4) Respectfully, 5) Best Regards, . . . for letters, leave four spaces for your signature, then type your name. Put your title on the line after your name. 
Do not worry about your business message being too short. If you have followed the rules described above, the message is complete, so stop writing!
