Formal Business
Letters

Instructions and Examples



Turning on
Show/Hide allows

you to check
formatting

Smalliown Village Hall

12 Main Stresd, Snide A
Sealliown, BL 41738

Cotabar 16, 2023

Mr. Jehn Coe

123 Any Srest

Emaltown. IL 81234

Daar Mr. Cog,

Via wausid iz to sorgrtulata you en bang namad Citizen of tha Month far Getabar. #a yau
may know, has 3 monthly and you are invited to
astt=nd This dinnes will be held at the community building on Fridey, October 20, 2023 at pm.
“¥ou are welcome to bring 3 gusst.

“fou were rominated for this award due o yoer continued suppon of commnity everts. We

S0ONECiate your wilingness 10 erganize the Siood Drive and 1 seive o the Fall Festival
Fianning Committze W valuz your efforts and are grateful for your talents.

Warm regards,

Charlie Srralizown
Mayor

Smalltown Village Hall

2 Madn Sireei. Swiie &
Sl o, L G234

October-18.-20231
¥

L

¥

Mr.-John-Do=9
123-Amy-Sireet]
Smaltown_ IL-81234%
T

Dearhr Doz T

5

We-would-like-fo-congratulate you-on-being named-Citizen of the Month-for- October. -As-you-
may-know, -Smaliiown-has-3- monthly-com nition-dinnar-and-you-are-invited to-
sttend. - This-dinner-will-be-hald-at-the-community-building -on-Friday, -October-20, 2022-at-Gpm. -
You-are welcome-tobring-a-guest T

¥

You-were-nominsted for this-awand-due-toyour-contnued-support-of- community-events. e
appreciate-your-wilingness-to-organize the-Blood -Drive -and-to-senve-on-the Fall-Festival-
Fianning-Committze - We-value your-=fforts-and-are-grateful for your talents. T

T

:h‘amwegamds.!

5

¥
Charliz-Smalltowr®
Mayor]




FIRST STEPS

1. SET YOUR MARGINS

a. 2”top
b. 17 sides and bottom
c. Whatis the “gutter”?”

2. SET YOUR LINE SPACING

a. True single spacing

b. 0O pts of extra space “before” or “after” each enter

c. Single line spacing—not multiple

VIDEO INSTRUCTIONS ~»

Microsoft Word

Google Docs

THESE TWO
STEPS will take
you about

30 SECONDS
to complete.


https://screenpal.com/watch/c06DqzVEesG
https://screenpal.com/watch/c06DqgVEeMb

PARTS OF THE LETTER

Smalltown Village Hall

12 Manim Street, Swite A
Smallionn, L G231

m *"gmerl&-zum
¥
L]
Mr.-John-Co=T
__p Srattown 812348
LETTER 5EEI'M.‘ODE.! <+

5
We-would-like-fo-congratulate you-on-being-named-Citizen of the Manth-for October. A5 you-
may-know.-Smalifown-has-3-monthly-community-recognition-dinnar-and-you-ase-invited 4o

Vouarewacoma oo St e e Paragraphs are single
spaced within, double

: ]
“Fouweere nomingted for-this-awand -due to your-contnued-support-of community-events. We-
appreciate-your-wilingness-to-organize-the-Blood-Drive-and-to-serve-on-the-Fall- Festival-
Plannlng{)nmrm “We-valueyour efforts-and-are-gratsful-for your talents. § BO DY
spaced between

;"\I‘amﬁmﬂs.f

COMPLIMENTARY e !
CLOSING WRITER’S

ADDRESS

TYPED NAME




BUSINESS LETTER vs. PERSONAL BUSINESS LETTER

Smalltown Village Hall

ehvirbopeiphots RETURN

ADDRESS

Oetober-18.-20231 458-Other-Strast]
¥ L] h Smalitown, IL-312347
: What's the e
e, - ? :
el difference? L~
T 123-Any Street]
DearMr. Dos§ Smaltown. IL-512347
1
We-would | Illm'h:munummlabewuw being-named Citizen-of the Month-for October. -Asyou- DearMr.-Doe, T
may-know, -Smaliown-has-3-monthiy-community-recognition-dinner-and-you-are-invited 4o i . o
attend. - This-dinner will-be-held-at the-cammunity-building-on-Friday, October 20, 2023-at-Gpm. Wewould-like-to-congratulate you-on-being named-Citizen-of the-Month for Oetober.-As you
You-are-weicome-1o0-bring a-guest § -k . h nthly di dey 4
T attend. - Thiz-dinnerwill-be-held-at the-community-building-on Friday, October-20,-2023-at-Gpm. -
i For-this d-di Enuad rt-of e ‘You-are-welcome-to-bring-a-guest T
appreciste-your-wilingness-4o- arganMEﬂlmd | Dirive-and-ta-serve-on-the Fak-Festival 1 .
PFianning-Committes - We-value your-efforts-and-are-grateful-for your talents. T ¥ou-ware for-this d-d vents. We-
T he-Fai-F I
:\l‘anmegaids.! ;hnnmg{‘.nmrrmaﬂ_ We-value- ywl-eifons and-are-grateful-for-your talents. T
z }Nfanw-mlds.'l
Charlie Smalltown® :
;‘layud Susie-Smaliownf]

Your return address looks like this....

Student Name

c/o Mrs. Campbell

Mount Pulaski High School
206 S. Spring Street
Mount Pulaski, IL 62548




COMPOSING BODY PARAGRAPHS

Of course, the

1. Introduce yourself

a.
b.
C.

My name is.... My name is Tricia Campbell. | am a sophomore

| at Mt. Pulaski High School. I'm in a Computer
am a.... Concepts class and we are learning how to

| am lea rning format professional letters.

2. State Purpose

a.
b.

| am writing to.... (express admiration, appreciation, etc)
Add details, make it interesting and personal/specific

3. Request Action

a.
b.

Ask for a reply
In some cases ask for a resolution to a problem, etc.

content changes
based on the
audience and
purpose of the
letter.

Examples are:

Trying to get a job
Resigning from a job
Complaining about a
poor product

Asking for a
scholarship



When you write the letter to your bhusiness...

RETURN

m — ADDRESS
Smalttown, 1L-§1234
*;.\?mhema.-zuza'l

1 . .

T Your return address looks like this....
Mr.-John-DosS
123-Any-Strest]
Smaltown.IL-612347

1

‘DEEI'M.‘BDE,‘ Student Name
We-would-like-to I ‘being named-Citizen-of the-Month-for-Ootaber. -As-you-
mwmm.-lsmmmﬁﬁ;-ﬁ?m-m;m:grmg:ﬁzn-dhﬁer;dwu-are-inmed’ my-ou C/O MrS. Campbe"
. . d.This-di ill-be-held-at-th ity-building-on-Friday, -October-20,2023-at Gpm. - i Hi

This is THEIR St This dneruit e held athe communty bulding o Friday. Ot atgpm Mount Pulaski High School
:’auwerE-nomirla‘IEd-Imﬂl's-auﬂd-due-w'ymreunﬁued-suppnrmf-wmmuiymms.-We- 206 S' sprlng Street

add ress...the place sppreciste your-wilingness-io-organize the-Blood-Drive-and to-semve-on-the Fall-Festival Mount Pulaski, ". 62548

‘P‘Ianningﬂnmrrimea- We-value-your-efforts-and-are-grateful-for-your talents. §
you’re sending it to e

1

;-usie-SmalmniI

LETTER ADDRESS

3 Body Paragraphs

Introduce yourself

Express your admiration for the brand or person
Request a reply, ask for words of wisdom, ask for a
token or souvenir from their brand that you can share
and show your classmates




TIPS FOR “THE ASK”

“I would love to get a response letter back from you so that | have an example of a
formal business letter”

“Since your company is so successful, | was hoping you could provide me with
some words of wisdom or life advice.”

“If there are any promotional materials you could send me, | would be happy to
promote your brand to my classmates”

“My classmates and | are in a bit of a competition to see who will receive a reply
and | am hoping I'll be able to show them a response from your company!”



FEEEDBACK & PROOFREADING

Your letter needs to be....

Printed
Given to TWO different adults for their feedback and proofreading

Ask the adults to

(@)

(@)
(@)
(@)

Read and review spelling and grammar

Suggest any changes in wording

Suggest any additional information they feel should be added

They can mark up their notes on your letter and sign their name somewhere showing they
reviewed for you

Then REVISE your letter

(@)

(@)
(@)
@)

Print your letter after making changes suggested by your two adults

Turn in to me the ORIGINAL LETTER with the handwritten suggestions and signatures
Staple your revised letter to the original letter

| will proofread before the FINAL draft goes in the mail



