Personal Business Letter Format Guide

A personal business letter is used to communicate with businesses, organizations, and groups.  It might be a letter asking for information, a letter expressing an opinion, or perhaps a letter of complaint.    Personal business letters carry two messages:  one is the tone and content; a second is the appearance of the document.  Your writing for this letter should have a formal rather than a casual tone.  Appearance is important because it creates the critical first impression.  Use of standard letter parts arranged in the proper sequence should convey that the writer is intelligent, informed, and detail minded.  A relevant example for you:  If you are applying for a job and want to notify an employer of your interest, you would write a Letter of Application in personal business letter format.

Personal Business Letter Parts:

Dateline:  The first line of the letter and represents the date the letter is prepared.  Use the automatically updating Insert/Date command.  Place the date approximately 2” from the top of the document.
Inside address:  Complete address of the person who will receive the letter.  Generally, the address includes the receiver’s name, company name, street address, city, state (followed by one space only), and ZIP code.  Include a personal title (Mr., Ms., Dr.) with the person’s name.  Key the address four lines (QS) below the dateline, and capitalize the first letter of each word.
Salutation (Greeting):  Key the salutation, or greeting, a double space (DS) below the Inside Address.  If the letter is addressed to an individual, include a courtesy title with the person’s last name.  If the letter is addressed to a company, use Ladies and Gentlemen.

Body:  Begin the body, or message, a DS below the salutation.  Single-space (SS) paragraphs and DS between paragraphs.

Complimentary closing:  Begin the complimentary closing a DS below the body.  Capitalize only the first letter of the closing.  “Sincerely” is the most commonly accepted closing.

Writer’s name and address:  Key the writer’s name and address a QS below the complimentary closing allowing space for the writer’s signature.

Enclosure notation:  If any documents will be included in the envelope with the letter, an enclosure notation should be keyed a DS below the Writer’s address.

Block Format with Open Punctuation

In block format, all letter parts are keyed at the left margin.  For most letters, use open punctuations which requires no punctuation after the salutation or the closing.  For efficiency, use the default settings and features of your software when formatting letters.

Side margins:  Default (1.25”) or 1”

Dateline:  About 2” (look at the Status Bar).

Spacing:  SS paragraphs; DS between them.  Follow the directions for spacing between other letter parts provided above.

Envelopes
A personal business letter should be mailed in a standard large envelope with a keyed address.  The envelope feature of Word 2002 software can insert the delivery address automatically if a letter is displayed.  An alternative style for envelope addresses is uppercase (ALL CAPS) with no punctuation.  To generate an envelope:

1. With the letter you have created displayed, click Tools on the menu, and then Letters and Mailings.  Click Envelopes and Labels, and if necessary, click the Envelopes tab.  The mailing address is automatically displayed in the Deliver address box.

2. To include a return address, do not check the Omit box, click in the Return address box, and enter the return address.

3. Note:  To format a letter address on the envelope in all caps, click Add to Document to attach the envelope to the letter, and then edit the address.

Proofread and Finalize a Document

Before documents are complete, they must be proofread carefully for accuracy.  Error-free documents send the message that you are detail oriented and capable.  Apply these procedures when processing all documents:

1. Use Spelling and Grammar to check spelling when you have completed the document.

2. Proofread the document on screen to be sure that it makes sense.

3. Preview the document, and check the overall appearance. (Have you included a footer ID?)

4. Re-save the document, and then print it.

5. Compare the document to the source copy, and check that text has not been omitted or added.  Revise, save, and print if necessary.


January 22, 2008¶
¶

¶

¶

Mr. Alex Martinez¶
EWED Foundation¶
55 Temple Place¶
Boston, MA 02111¶
¶
Dear Mr. Martinez¶
¶
I am a student at Arapahoe High School, and I want to help your organization.¶
¶

In our computer applications class, our teacher explained that our old computers can be recycled through organizations like the East-West Education Development Foundation to help developing countries keep up with technology.  I am in charge of a class project to organize the schools in our district so that we can begin a computer recycling program.  Would you please send me any information you think I might need to begin this project.¶

¶

I am enclosing a copy of the inventory of computers at our school that are going to be replaced in the next six months.  Please let me know how I can make arrangements for these systems to help the Ethiopian human rights group.¶

¶

Sincerely¶

¶

¶

¶

Sara McCabe¶

4111 E. Girrard Circle¶

Littleton, CO 80122¶

¶

Enclosure¶
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