Business Letter

a FORMAL way to communicate with businesses or individuals

+ BUSINESS LETTERS for several reasons including:
e apply or resign from a job
e apply for scholarships or college admission
e express thanks
e compliment or complain about a business
e share an opinion
e persuade or influence others
e inform others about events or services

+ Parts of a Business Letter
e Return address (sender’s address)

e Date

e Inside address (recipient’s address)
e Greeting

e Body

e Complimentary close
e Signature line

4+ Formatting Instructions:
e 2” top margin
e quadruple space after the date
e block style format (everything lines up at left margin — no indenting)
e colon after greeting
e double space between paragraphs
e comma directly after complimentary close
e quadruple space after the complimentary close
e always sign your name in blue or black ink before sending a letter

+ Additional Information:
e Refer to recipient formally (Mr., Mrs., Dr., etc.)
e use formal writing (avoid slang, contractions, and abbreviations)
e use appropriate greetings and closings (Sincerely, Yours truly, Thank you, etc.)




SAMPLE Business Letter

2” top margin

Mt EmisEnglish
Torld Markating

1234 Writing Lab Lana
Writs City, [N 12345

Diaar hIr Englizh:

The fizzt parasraph of a typdcal business latter iz wead to stats the main peint of the letter Bagin
with a friendly opening; then guickly tranzition into the purpoes of your lattar Tizea coupla of
‘:amtex&tnaqﬂainthepmpm&, but do mot go in to detail until the next parasraph.

DS

Baginning with the sacond parasraph stats the supporting details to justify your purpoza. Thess
may tska the form of backeround information, statistics of first-hand acoounts. Adfew short
pafarraphe within the body of the letter should ba snough 1o suppodt FoUT f2a20ming.

Finally, in tha dozing parasraph, brisfly restate vour purposs and why it i2 important. If the
pugpoEs of vour lattsr iz emplovyment ralatad . conzider snding vour lettar with vour contact
information. Howsvar, if the purpess iz infoemational | think shout closing with gratinda for the
£ tima.

Simcarsly,

Luwcy Latter
123 Winnes's Poopad
Naw Emplorea Town, PA 12345




