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BUSINE S LETTER

A letter written by an
Individual to deal
with business of a

personal nature.



Types of Letters

Personal—Business Letter

e Sent from an individual to a person or
business/organization.

Business Letter

e Sent from a business or organization
to another or to an individual.

e Usually keyed on letterhead. The
letterhead can consist of the business’

name, address, phone/fax/email, and
logo.
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BLOC! -STYLE

ALL PARTS OF
THE LETTER
BEGIN AT THE
LEFT MARGIN




230 Glendale Ct.
RETURN Brooklyn, NY 11234-3721 Open Punctuation

No punctuation

ADDRESS December 5, 2005
QS after Salutation and

|:> Ms. Julie Hutchinson Comp"mentary close
HRUIS A R 1825 Melbourne Ave.

Flushing, NY 11367-2351

DS
SALUTATION :> Dear Julie
DS

o~ It seems like years since we were in Ms. Gerhig’s keyboarding class. Now I wish I would have
paid more attention. As | indicated on the phone, | am applying for a position as box office

coordinator for one of the theaters on Broadway. Of course, | know the importance of having my

letter of application and resume formatted correctly, but I’'m not sure that [ remember how to do it.

l[: DS
BO DY < Since you just completed your business education degree, | knew where to get the help | needed.

Thanks for agreeing to look over my application documents; they are enclosed. Also, if you have
any suggestions for changes to the content, please share those with me too. This job is so
important to me; it’s the one I really want.

DS
\__ Thanks again for agreeing to help. If I get the job, I’ll take you out to one of New York’s finest
restaurants.
DS
COMPLIMENTARY Sincerely
CLOSE

QS
NAME OF WRITER |:> Rebecca Dunworthy

DS
ENCLOSURE NOTATION |:> Enclosures



Punctuation Styles

Open Punctuation

e There is not a colon
or comma in the
salutation and
there is not a
comma in the
complimentary

MixetbBungztuation

= Acolonisinthe Dear VIsy Smith:
salutation and a comma
IS In the close.

EXCUTIPIEE




Block Style Letter with
Special Parts

e Typist
Inﬁials Typed a

double space below th
author’s keyed name.

 Enclosure
Notation

Typed a double space
below the typist initials.

Typed a

double space below the
enclosure notation.

LETTER WITH SFECIAL FARTS

Currert Drate DATELINVE
(8]

ACME Moring & Storge

110 Moare-t Lrire INSIE ADDRESS

Sprigfidd, IL 55555

(D3}
Ladies aud Craitlement:
(D)
O bpmil 14, o comp ey momed mop office fimmichirgs ffom Drodge City to Widta, Eancas .
Thue monrers were prompt and comtemas; hoarerer, sereral deme wrere damazed hrrei.
(D)
deper fhe cxidrad, BRI 105, Thare awclosed 1 claim for reimbnms emetd dae to damaged
property. Thare ako awckeed tao photogrple to axpport fhis claim.
(DE)
T expect that moyr re Imbors emert RAT e bardled prompityr.
(D3]

SALTTA TR E D FLmMC T TTCR

Sincermly, CCRFT IME I T BT O LEE
(Qs)
Robert Fimble ALTECER'E TYFED WAME
(D)
\ Iz T¥PIEr INITTA LS
(D)
Ercleame:s: Damagze Clam EMCLONTIRE WS ATTC R
(D)
T ¢ Nz AThmor Hipe Y IO TTOR




