

Business letters address every type of business issue in all fields and professions, from writing a cover letter to expressing a complaint to asking for information.  An effective business letter will:

· include six parts: the heading, the inside address, the salutation, the body, the closing, and the signature

· follow a block paragraph format, where paragraphs are not indented but have a space between each one; the heading and closure will be on the right side while everything else is flushed to the left side of the paper; do not justify margins

· always contain respectful, formal language, regardless of its content.






	The Start
	

	Dear Personnel Director:

Dear Sir or Madam:

To Whom It May Concern:
	Use if you  do not know to whom you are writing.

	Dear Mr. Brown:

(instead of Mr., use Mrs., Miss, or Ms.)
	Use if you know the name of the recipient.  VERY IMPORTANT – use Ms. unless you know for sure the woman uses Mrs. or Miss

	Dear Frank,
	Use only if the recipient is a close personal friend.

	
	

	The Reference
	

	With reference to
	… your advertisement in The Times, 
… your letter of the 23rd of March

… your phone call today,

	
	

	The Reason for Writing
	

	I am writing to
	… inquire about
… apologize for

… confirm reservations for next week’s conference

	Could you possibly
	… send me an application for your school of business?

	I would be grateful if you could
	… send me information on the newest model of …

	I would be delighted to
	… attend the banquet in honor of Mr. Alford.

	
	

	Giving Bad News
	

	Unfortunately
	… I cannot attend the banquet due to a prior engagement.

	I am afraid that
	… I will not be able to accept the position offered me.

	
	

	Enclosures
	

	I am enclosing
	… my resume.

	Please find enclosed
	… my resumes and letters of recommendation.

	Enclosed you will find
	… copies of photos that we intend to use to blackmail you.

	
	

	Closing Remarks
	

	Thank you for your help,
	

	Please contact us again if
	… we can help in any way.
… there are any problems.

… you have any questions.

	I look forward to
	… hearing from you soon.
… meeting you next Tuesday.

	
	

	The Finish
	

	Yours faithfully,
	Use if you do not know the name of the person to whom you are writing

	Sincerely,
	

	Best wishes,
	Use if the person is a personal friend

	Best regards, 
	


In the salutation, use the addressee’s work title.  Since this is a formal letter, follow the name with a colon instead of a comma.  If you do not know the name of a specific person, use 


To Whom It May Concern:





In the inside address, include the name, title, name of business, and address of person receiving the letter.  Always do your best to find out the name of the person who will be reading the letter.





In the heading, include your own address and the date the letter was sent.  You can include your phone number and e-mail if desired.





For the closing, choose an appropriate closing word(s).  Typical closings are: Sincerely, Respectfully, Regards, and With Regret





Put “enclosures” if you are sending anything with your letter.





								


								Marcus Alford	


								123 Black Horse Run


								Durham, NC 27701





								April 1, 2006





William Shatner


Star Fleet Commander


NASA


4567 Shuttle Lane


Cape Canaveral, FL 30066








Dear Commander Shatner:





I am interested in becoming an astronaut.  As a high school teacher, I feel I am uniquely qualified since I am already around strange life forms every day.  As a child, I was called “space cadet” and “spacey”.  I have also watched Star Wars at least 100 times, so I am well versed in the art of space travel.





Please send me a copy of your application and the training requirements so that I may begin the process of being accepted into your program.  Thank you for your time.








								Respectfully,





								Marcus Alford





								Marcus Alford





enclosures








In the body, state your purpose and include important detail in a pithy manner.








