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The ABC Writing Formula: Part 1 
 
Many years ago, while teaching Business Letter writing at college I developed a workbook for my 
students that included the ABC Writing Formula. So, this is my endorsement of my own 
“product”! - I’ve done numerous market tests and they’ve all come back “positive.” 
 
First, a word about formulas. Whether we agree or not about the formulaic quality of fiction writing 
(no, this is not an invitation to start a debate <g>), the good news is business letters are formulaic in 
nature and, once you’ve learned the formula, all you need to do is plug in the information. 
 
Of course, this process isn’t quite as sterile and easy as it might sound. Anyone can use the formula 
to create a competent letter. It takes some creativity and that illusive quality of voice to craft a query 
that sells your persuasive argument. 
 
To keep the concept simple and easy to remember, think of the ABC Writing Formula as 
paragraphs. That’s right, all business letters can be reduced to 3 basic paragraphs!  
 
Now, before you get hysterical or annoyed or just outright outraged, no, not all business letters, 
query or otherwise, are ONLY 3 paragraphs long.  
 
Whew, what a relief! 
 
So, what gives? Let’s take a closer look at the ABCs of the Formula: 
 
Paragraph 1 = ANNOUNCE the main message 
 
Paragraph 2 = BODY of facts presented 
 
Paragraph 3 = CLOSE on a positive ACTION 
 
 
Paragraphs 1 + 3 are static. The goal or purpose, if you like, of the information presented in these 
two paragraphs almost always remains the same. It is the content of paragraph 2 that can expand 
into multiple paragraphs to fulfil your purpose of presenting facts. 
 
But, no matter what, this is the basic structure.  
 
The main message MUST be stated up front; facts and information pertinent to your persuasive 
argument to sell your book and you MUST be lumped together in the middle paragraphs; and you 
MUST create an action statement at the end of your letter. 
 
Can you deviate from this formula? Sure. I can’t stop you. But, as I said at the beginning, this is a 
tried and true methodology. I’m living proof because it worked for me and it can work for you. 
 
Stay tuned for Part 2 where we examine the ABCs to create a query letter.  


