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-Requesting Information

Requesting Information

Everybody needs help every now and then.  For some it is as simple as asking for help to finish some homework, for others it is asking for help on how to deal with an annoying little brother.  Most times, asking for help is just another way of requesting information.  With the proper information, most problems can be solved.  In the business world, requesting the proper information can mean the difference between making your payroll for that month or making that huge sale to the important client.

There are two things that you must keep in mind when you write a formal letter requesting information.  First, you MUST use a proper business letter format.  The business letter format is standard the world over and insures a speedy reply.  The company knows exactly who wrote the letter, what is needed and how to reply.  The second thing is that you must be clear and specific as to what you need.  A letter that asks a general question may either be ignored or be answered with so much information that you may never be able to figure out what it is you wanted.   

Your assignment is to create your own formal letter to a travel agency requesting information about a trip to Indonesia using the format that is outlined below.   You will be marked out of 5 for you ability to create a neat, word-processed, properly formatted letter.  You will also receive another 5 marks for specifically asking for dates and times of flights, accommodations, sights to see and total cost.

Total: ____/10

Example of a proper letter requesting information;

















Mr. B Trickey


C/o A.L. Fortune Sec. School


500 Bass Ave


Enderby, B.C.


V0E 1V2


January 29, 2003





Hewlett-Packard�(Canada) Ltd.�5150 Spectrum Way�Mississauga, Ontario�L4W 5G1








RE: How do I get my CD Burner to work?





Dear Sir:





I recently purchase your CD-Writer Plus Model 9300.  I have followed your installation instructions and my computer’s operating system is recognizing that I have added new hardware, however it is requesting that I install a driver.   I would like to ask you two questions.  First; “What is a driver?  I am a golfer and I know that a driver in golf is a 1 wood, would a computer driver be a 1 drive or “C-drive”?  My second question is; “How do I get the proper driver for my Cd burner?”.





I have enclosed a copy of my receipt and the address of the retail store from which I purchased the burner.  If you would like to contact me you can reach me at the above address, telephone me at (250) 555-5555 or email me at � HYPERLINK mailto:bigbadbill@hotmail.com ��bigbadbill@hotmail.com� .














Yours truly,











Mr. B. Trickey





Always put the date underneath the address





Your full address goes first





Full Address of the person you are sending it to goes second





It is sometimes good to put a “Regarding” sentence, telling the reader what the letter is about





Address the letter to the person personally or use “Dear Sir” or “Dear Ma’am”. Don’t forget the “:”





Keep all of your text on the left hand side margin. DO NOT INDENT





Give yourself 4 or 5 spaces for your signature





ALWAYS use at least TWO paragraphs in a formal letter.  The last paragraph must refer the reader to your return address and offer some sort of alternate contact (such as  a phone number). It is a good idea to enclose a copy of the receipt as well.





Don’t forget to include a detailed description of what it is that you need to know.  Give a specific example of the problem you have and try to include what it is that you think is the answer  so that the reader can see your line or reasoning or thought








