
WRITING A LETTER ON BEHALF OF ANOTHER PERSON

There are a number of instances where you may be asked to write a letter on behalf of someone else. Lawyers, for
instance, do it regularly. Other situations.

If it is a letter going out under the other person's name you don't have to state that she didn't write it herself.
Keep the tone businesslike. Sign and type your name, followed by the words "on behalf of [name of person
you're writing for]. Whichever method you decide to choose, it should become standardized so that you use
the same method all of the time. Make a list of points to cover, the person to address the letter to and any other
details that need to be included. If you don't have letterhead, type the address of the person you are writing the
letter for on the top of the page, leave a space and type in the date. The distance between your closing is three
to four lines to allow for your signature. Simple Correspondence Signatures Simple letters are often sent out
by companies to request the same thing from multiple clients. Remember to change paragraphs and to leave a
space when you change ideas. Also specify the action the person you are writing the letter for wants taken.
Type business letters rather than handwriting them. In situations where a minor is involved and you are their
parent or guardian â€” release forms or bank accounts â€” you may need to sign on their behalf. Discuss the
topic of the letter until you feel that you have enough background information to write it properly. Drop him a
line if you like his writing, he loves hearing from his readers! Summarise the letter's contents in the
concluding paragraph. Remember to change paragraphs and to leave a space when you change ideas. Meet
with the person you are going to write the letter on behalf of. Avoid flowery phrases and stay focused on the
topic you are writing about. Lawyers, for instance, do it regularly. Your boss's absence from the office may be
another reason for him asking you to write a letter on his behalf. Letters â€” whether or not on behalf of
someone else â€” need to be short and concise. Regardless of why you are writing the letter for some else, the
format is consistent. Use Letterhead and Business Letter Format Write on letterhead if possible because it
lends credibility to your correspondence. Briggs," or "To The Presiding Judge," if it is to the court. Review the
letter with the person on whose behalf you wrote. All sentences start on the left-hand side of the page;
paragraphs are separated by a line space. The distance between your closing is three to four lines to allow for
your signature. Write in easy-to-understand language. Jim loves to write, read, pedal around on his electric
bike and dream of big things. Lawyers, for instance, do it regularly. State the reason you are writing and then
start a new paragraph for your supporting ideas. Also specify the action the person you are writing the letter
for wants taken. Physical injury may be another reason for someone asking you to write a letter on his behalf.
Edit accordingly. Read it aloud to yourself and assess it for tone and content. In the case of physical injury or
language problems indicate the reason: "I am writing on behalf of Jeremy Smithers as he broke both his wrists
skiing. Similarly, people who are asked to write character references for the court start their letters with "I am
writing on behalf of Jane Doe. As well as grammar and spelling mistakes, watch for commonly confused
words such as "passed and past" or "affect and effect. References Xerox: Writing an Effective Business Letter
About the Author Jody Hanson began writing professionally in to help finance her second around-the-world
trip. Regardless of why you are writing the letter for some else, the format is consistent.


