Business Letters Format Notes.notebook

Business Letters

1. are TYPED
2. are LEFT JUSTIFIED

3. single spaced within {[s;
double spaced btwn {[s;

double spaced btwn parts
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See Mrs. S. website for details &
examples of Parts of Business Letter

Parts of a Business Letter
1 date

2 heading (my info)

3 inside address (envelope info)

4 salutation .

5 body

6 closing,

[/ signature lines (cursive & typed)

8 Enc. or CC. line
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Parts of a Business Letter

written out: May 2, 2015
1. date y
Mrs. Susan Smith

: sender's info: 1234 Main St.
2. headmg Buffalo, NY 14201

3. inside address envelope address  Wr. Thomas Jones

Manager

Dollar Tree

245 Maple Rd.
Buffalo, NY 14201

4. salutation  Punctuation = colon : Peartir. Jones

To Whom It May Concern: use this if you don't know recipient's name

9. body 1 -2 qs, brief and to the point; DO NOT INDENT s
6. closing Only 1st word = capitalized; Punctuation = comma Sincerely,
Yours truly,

skip 4 lines btwn closing and TYPED name to allow room for penned signature

7 signature lines sender's signature in pen followed by TYPED name "' Susan Smith

Mrs. Susan Smith
8. Enc. or CC line Enc.= something enclosed with letter  Enc. check 124 [$50.00]

CC: = someone else is receiving a copy Enc: receipt
CC: Mr. Smith
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Date

Heading (My Name)
Address
Address

Inside Address ( Their Name)
Address

Address
Address

Salutation:

Body
Body single space within q[s;

double space btwn s
Body
Body

Closing,
Signature (cursive)
Signature (typed)

Enc./ CC: line
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