SAMPLE BUSINESS LETTER 
Dear Sir

PACKING AND REMOVAL OF OFFICE FURNITURE AND EQUIPMENT

We are in receipt of your esteemed favour of the 30th ult. and subsequent communication

with regard to the estimate you require for the packing and removal of your office furniture, equipment and records from your premises at 123 Main St to your new premises at 456 Rivonia Rd on the 20th inst.

We wish to confirm the arrangement whereby our representative, Mr S Strydom, will call on you at 09:00 hrs on 6th inst. at the above-mentioned address, to make an inspection of the above-mentioned items with a view to estimating the number of packing cases and vehicles we will need to effect the packing and subsequent

removal of same.

We trust that the suggested time will suit your convenience. We will then submit our quotation for your consideration and hope that we may be entrusted to undertake the aforementioned work. Our quotation will remain valid for seven days.

The time you suggest for removal, 08:00 on 20th inst., will be entirely convenient provided we receive your timeous response.

We beg to remain

Yours faithfully

W Smith

Removals Manager

EDITING CHALLENGE – 1
To fine-tune your grammar and mechanics skills, you will be editing a message from to time. These are the skills that employers frequently find lacking in employees. We provide a completed message with errors in proofreading, grammar, spelling, punctuation, capitalization, word use, and number form. Your job is to find and correct all errors. 

To: Amanda Stapleton <a.stapleton@dobbsmfg.com>

From: Kevin Williams <k.williams@dobbsmfg.com>

Subject: Tip for Working From Home

Cc:

Bcc:

Hi, Amanda,

Because you will be working from home during the next 6 months, we have some tips. 

• Set boundarys for your work. Establish a starting and ending time, and when its quitting time, wrap every thing up and shut down.

• Check your e-mail regularly. Such as 3 times a day. Answer all message promply,

• Transmit all work order to Andrea. She will analyze each weeks activitys and update all sales assignments and inventorys.

• Provide a end of week report. Send a summary of your weeks work to me indicating the major accounts you serviced.

If your not a big e-mail user get acquainted with it right away and don’t be afraid to

project or if you just want to keep us updated.

We will continue to hold once a week staff meeting on Friday’s at 10 a.m. in the morning. Do you think it would be possible for you to attend 1 or 2 of these meeting.

The next one is Friday, May 5th.

I know you will enjoy working at home Amanda. Following these basic guideline with you.

Kevin Williams

[Full contact information]
