March 30, 2014


[↓ 4 returns and begin sender’s address-line copy] 

1616 Avon Road
Stratford, MI 48009


[↓ 2 returns and begin recipient’s address-line copy]

Mr. John Smith

Marco Business Enterprises

123 S. Mason St. 

Fort Collins, CO 80524

[↓ 2 returns and begin salutation]

Dear Mr. Smith:


[↓ 2 returns and begin body of letter]

My name is Bill Shakespeare, and I represent The English Language Advocates of America.  As requested, I’ve provided several format tips for business letters. As a general rule, type the date  2 inches from the top of the page, beginning at the left margin. If you are using letterhead, type the date about 0.5 inch below the letterhead. Spell out the month. 



[↓ 2 returns to begin each new paragraph]

Start the address at the left margin, on the fourth line below the date. On the second line below the address line, type the salutation, beginning at the left margin. As a general rule, follow the salutation with a colon. Begin text on the second line below the salutation. Double space between paragraphs; do not indent. 
Type the complimentary closing on the second line below the last line of the body of the letter. At the left margin, begin on the fourth line and type the full name of the writer and the writer’s title (separated by a comma) on the same line. Include the department name, if appropriate, on the following line. Sign the letter between the complimentary closing and the writer’s name. 

Thank you for your interest. 

[↓ 2 returns and begin closing]

Sincerely, 



[↓ 4 returns and begin typed named of sender]





[include handwritten signature between closing and typed name of sender]

Bill Shakespeare


 [↓ 2 returns and begin enclosure notation, and/or copy notation, if applicable] 
Enclosures (1)


[You will have an enclosure because you will have a stamped, self-addressed envelope in your mailing]
cc:




[You will have one carbon copy: me]
Sarah Jones
