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Sign the letter in the blank space above your typed name. A proper one will have most or all of the elements
mentioned above. Our experts have written of guides on how to write various types of formal letters. If they
are located outside the United States, include the country name after the city. Part 3. Military titles such as
General, Colonel, Major, etc. Margins: Keep your margins between 1 to 1. If the addressee has earned a Ph.
Font: The standard font style is Times New Roman, size  Conclusion Knowing how to write a business letter
is a fundamental skill for your professional life. Begin with the name of the addressee on the first line.
However, a template is only a jumping-off point. Enclosure An enclosure note is an often neglected aspect of
letter writing in the digital era. Then write the body of your letter as illustrated here, with no indentation at the
beginnings of paragraphs. Double check our business letter sample to make sure yours is perfect. Letterheads
are meant to make your letter unique, as well as help verify its authenticity to the recipient. First provide your
own address, then skip a line and provide the date, then skip one more line and provide the inside address of
the party to whom the letter is addressed. If you do not know the contact person or you are addressing a group,
use an appropriate salutation such as Sir or Madam, Hiring Manager, Director of Human Resources, Members
of the [Name] Committee hiring committee, organizing committee, acceptance committee , Board of
Directors. For authoritative advice about all the variations, we highly recommend The Gregg Reference
Manual, 9th ed. There seems to be no consensus about such fine points as whether to skip a line after your
return address and before the date: some guidelines suggest that you do; others do not. Be sure to carefully
review the grammar, spelling, and format of your business letter numerous times before you send it out, to
avoid leaving a poor first impression with your correspondent. Part 7. Part 5.


