Business Letter Notes
Personal Letters/Notes




Personal letters are from you to a friend/relative 

· Usually no letterhead, no addresses

· Begin w/ date, salutation 


· Personal closing (love, yours), and signed by the sender

· No reference initials

Personal Business Letters

· More formal, from you to a company
· Begin w/ return address (or personal letterhead)

· Closing (sincerely, cordially)

· Usually no reference initials 

Business Letters 

· Formal 
· Begin with return address or office/company letterhead, then dateline

· Reference initials 

2 TYPES OF BUSINESS LETTER FORMATS
1) BLOCK
· everything is aligned at the left – no tabs/indents or centering

2) MODIFIED BLOCK:  
· Align at Center:  return address, dateline, and closing 

· Paragraphs are indented
· Both have the same margins, sections, information, order, and spacing

· What changes (or is modified) is where the sections are located
LETTER MARGINS:
	Side margins
	1 inch

	Top margin
	2 inches

	Bottom margin
	1 inch



· Letterhead -- created in the top 2” of the page, date begins a DS under letterhead
· contains company name, address, telephone and fax number, logo, website
· Return Address -- sender or writer’s address, used instead of a letterhead on personal business letters
· Letter  Address -- Receiver’s (addressee’s) name and address

· Mailing Notation – REGISTERED, SPECIAL DELIVERY, CONFIDENTIAL

·  typed 1 line below date and one line above letter address

· Attention line -- first line of address, used to call attention to a person or department or a company

· Subject line -- a DS under the salutation, used to alert reader to the content of the letter

· Reference Initials -- typist’s initials, used if someone other than the sender typed the letter
· Enclosure --  used if another document  is enclosed with the letter

· Attachment --  used if another document is attached to a letter

· Copy Notation --  used to tell recipient (addressee) that the letter was also sent to someone else (c or cc)

· Blind Copy Notation --  used when the writer sends a copy to someone without disclosing this to the addressee 

2 TYPES OF PUNCTUATION  

1) OPEN  
· No punctuation after the salutation or complimentary close

2) MIXED:  
· Use a colon (:) after the salutation 

· Use a comma (,) after the complimentary close

· Either type of punctuation may be used with either type of letter format
EX:
OPEN



MIXED
Dear Mr. Smith


Dear Mr. Smith:


Sincerely



Sincerely,
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     Complimentary Close





          (Signature)





     Typed Name


     Sender’s Title





     xx





     Enclosure
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Closing 





Salutation 





Return Address





Dateline
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1)  Format – pg settings


2)  6 enters (6 lines = 1”)





Reference Initials





Body:


SS  ¶  


DS between  ¶


word wrap





Copy Notation (cc)





Enclosure/Attachment





Letter Address





Modified Block Business Letter
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     					Complimentary Close





         					      (Signature)





     					Typed Name


					Sender’s Title





     xx
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2)  6 enters (6 lines = 1”)





Tab (6x) to center
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Tab (6x) to center
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Letter Address
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Return Address





Dateline





Body:
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word wrap
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Reference Initials





Copy Notation (cc)





Enclosure
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Sender’s Typed Name		DS
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     _____________________


     _____________________





    





     _____________________					


     _____________________


     _____________________
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     Dear_____________________:      





     _________________________________________________________________________  


     _________________________________________________________________________


     _________________________________________________________________________        


     _________________________________________________________________________





     _________________________________________________________________________


     _________________________________________________________________________


     _________________________________________________________________________


     _________________________________________________________________________


     _________________________________________________________________________





     _________________________________________________________________________


     _________________________________________________________________________
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     _____________________,











     _____________________





     _____________________











    





    








Salutation





Inside/Letter Address – who it is to


Name


Business


Street


City, ST  Zip		                      					DS








Return Address – who it is from


Street


City, ST  Zip


Date			                 QS





2” Top Margin (6 enters, if Spacing is set to 0)








