In this activity, you will practice how to:

1. format a modified block style letter.
2. re-create an informal thank you letter.

ACTIVITY 23: THANK YOU LETTER

Activity Overview:

When writing a thank you letter, there are a few simple rules to follow. The objective is to keep the style
casual yet sincere. Try to let your personality show through in your writing and choose words that demonstrate
confidence and sincerity. In this activity, you will compose a thank you letter addressed to Abercrombie and Fitch
and format it into a modified block style letter.

Instructions:

1. Open a NEW document in Word.
Note: Unless otherwise stated, the font should be set to Times New Roman, the font size to
12 point.

2, Setthe page margins as follows: Top to 27Left, Right, and Bottom to 1

3. Insert a header that includes the activity number and title left aligned, and your name right
aligned.Type the header in all caps.

4. Seta left aligned tab at 3,25

3. Review Figure 23-1 to reference the proper format and parts of a modified block style letter.

'

Usiﬁg the handwritten letter provided in Figure 23-2, compose a thank you letter in a
modified block style letter format. Type your home address as the return address, the current
date for the date, and your fuII.name as the sender’s name.

7. Carefully proofread the document for spelling, grammar, and accuracy.

8. Save the document as THANKYOU,

9. Print the document if required by vour instructor.

10. Using a blue or black pen, sign your name in the signature block of the letter.

@ Word it!




Activity 23: Thank You lefter :

Flgure 23-1: Sample of a Properly Formatted Modified Block Style Letter

T, 123 Sender Street e
Sender City, 8§ 12345 _

December 14, 20079 ——

1
1
1

Recipient Name Insid eciross
Recipient’s Title _ ——
123 Recipient Street
Recipient City, RS 12345
1

i . Salutation
1I?e\ar Recipient:y|
Here is an example of a modified block style ietter. Use a modified block style when you
want to write a less formal letter. Start by seiting a left tab at the center of your page at
3.25" so that you can easily position the return address and compiimentary close. If you
are not using a ietterhead, be sure that your top margin is set to 2". All other margins
should be setto 1".9

1

Just below the retum address, type the current date, without abbreviations, and quadruple
space to the inside address. Double space after the inside address and type the
saiutation. If you don't know the recipient's name, use “Ladies and Gentlemen” or “Good
Moming” for the salutation. Next, double space to the start of the body of the letter. The
hody of the letter is single spaced and has one blank line betwaen paragraphs.{

1

Finally, after your fast paragraph, double space to the complimentary close. Use an
appropriate complimentary close such as "Thank You,” “Sincerely,” or “Very Truly Yours.”
Leave a quadruple space between the complimentary close and your typed name so that
you may sign the letter with blue or black ink. Always be sure to proofread and spell check
your letter before printing and mailing.q|

| -

Teb, ;ours Truly,q %mmmmycmg
ﬂ Signature black

1 —
Sender’'s Name Sender's rameltitle
Sender's Title (if applicable) o

Body

Word It!




Activity 23: Thank You LeHer i o

Figure 23-2

Abercrombie & Fiteh
6201 Fitch path
New Albany, 0B 43054

- Dear Mr. Abercrombie:

@ecently, | visited one of your shores and | wanted to say thank you. | am 1 qears
old and absolutely love o shop. Voting for class superlatives is coming up s00n and
| am really hoping o win in the best-dressed category. I£ 1 do win, | have to give
you and your store all of the credit. | almost always wse your store for inspi ration

and direction in putting fogether my outhts.

My experience last Tuesday at your Cleveland store has left a memorable
impression in my mind. | parchased the entire outhit you had featured in the store
_ Window and it was a huge hit. All of my friends were asking where | gof the outt
Once again, | have to give you and qour s+aff credit. They helped me with every
little detail. They even found the perfect hair accessory to complete the perfect |
sutit. o |

You have created the most extracrdinary clothing store Fér peogle my age. | would

| _v_'eni-urc $o sy Haat I{rbercrombiz ond Fitch is bv. Far the be.r'l'"..rforr. caferina .h:
teens these doup; Becanse o%‘;ﬁo;f, | Per.ron.t;l-l.;‘.wanf h'.; H\amk _%oa. i w}ill lf.i;l_ ﬁﬁu
know ow | made out with superlatives as soon as | fnd ok, Wisk me lackl

Yours Tfhll],

Your Name

° Word f¢!




