CAREER TECHNOLOGY

WORKSHEET 1:  PARTS OF A PERSONAL BUSINESS LETTER


Directions:  label each part of the business letter by writing the word describing it on the blank line.  Put in number representing top margin, side margins (left and right) and bottom margin.  Type letter for Assignment #1:  Block Business Letter using correct formatting and 12 point font.  Use footer and replace Emily Smith’s address, name and signature with your information.  Attach rubric for Block Business Letter and put in class “In Box” for grading.  
↓  (Top Margin = ___”)




(Side Margins = ____”)
←
Ms. Emily Smith

6999 Main Street 

►(____________________________________)
Chicago, IL 88998

January 2, 2000 

►(____________________________________)
Mr. Sam Jones




President

KR Toys 


►(____________________________________)
3444 Elm Drive 
Wichita, KS 66500

















Dear Mr. Jones: 

►(____________________________________)
This letter is to inform you of a problem I have had with a toy that I purchased at your

store. 



►(____________________________________)



I purchased a karaoke machine at your store on March 20, 2010. It was to be used

for a birthday party that my family had for some of my friends. That evening,

before the party, we plugged in the machine and set it up. When I first tried to test the

machine, the CD started to play sound, but there were no words on the screen. We

read the directions and tried other CD’s, but the machine never worked.

As you may guess, the party wasn’t the same without a karaoke machine. Therefore, I

wanted to write this letter to let you know what happened, and to ask that you use

brands that are more reliable than the one that I purchased.

Thank you very much for your time.

Sincerely, 


►(____________________________________)





►(____________________________________)
Emily Smith 


►(____________________________________)
↑ (Bottom Margin = ____”)
Key to worksheet above:
↓  (Top Margin = _1__”)




(Side Margins = __1__”)
←
Ms. Emily Smith

6999 Main Street 

►(__Return Address – of letter writer__)
Chicago, IL 88998

January 2, 2000 

►(___Date: month, day, year____)
Mr. Sam Jones




President

KR Toys 
►(Inside Address – recipient’s “formal” name, title, company name, address, city, state, zip____)
3444 Elm Drive 

Wichita, KS 66500

















Dear Mr. Jones: 

►(___Salutation - formal_)
This letter is to inform you of a problem I have had with a toy that I purchased at your

store. 



►(___Body of Letter – purpose and details_____)



I purchased a karaoke machine at your store on March 20, 2010. It was to be used

for a birthday party that my family had for some of my friends. That evening,

before the party, we plugged in the machine and set it up. When I first tried to test the

machine, the CD started to play sound, but there were no words on the screen. We

read the directions and tried other CD’s, but the machine never worked.

As you may guess, the party wasn’t the same without a karaoke machine. Therefore, I

wanted to write this letter to let you know what happened, and to ask that you use

brands that are more reliable than the one that I purchased.

Thank you very much for your time.

Sincerely, 
►(___Complimentary closing – ex. Sincerely, Regards, Yours truly, From__)





►(___Signature – 4 full spaces___)
Emily Smith 


►(__Typed name of letter writer___)
↑ (Bottom Margin = _1___”)
