Components of a Business Letter

Name: __________________
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Date: ___________________
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Directions: fill in the blanks as we discuss the components of a formal business letter. This format can also be used for a resume cover letter, thank you letter, apology letter, complaint letter or any letter that is not to a friend. 

Return address: 

Use your ___________________ or the address of the ________________ you _____________. On the Provincial exam you will be provided an address, use that one. 

Date: 

Skip _______ lines after the return address. Always spell out the ____________ and include the ____________, a _______________ and the ________________.
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Inside address: 

Skip ________ more lines. Then write the address of the person or company to whom you are _________________.

Salutation: 

Write ________________ followed by the person’s name. End the line with a ________. If you don’t know the name of the person, use a title instead (ie: Dear Editor, Dear Madam)

Body: 
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Align your message on the _____________ margin. Skip a _______________ before starting a new paragraph, but ___________ ________________ _____________ the paragraph’s first. Start by indicating the ______________ of you letter in a _______________, _________________ manner. The second paragraph (a business letter should always be at least 2) should _________________ with details on the purpose of the letter. On your exam, they will tell you the purpose of the letter and will also give you details to use. Be sure to use ________________language in your letter. 
Formal language

1. Spell out contractions 

2. Do not use jargon or slang 

3. Spell out numbers 9 and under

4. Capitalize proper nouns

5. Do not use abbreviations

	Informal
	Formal

	Don’t

It’s
	

	Look

Help

Skipped

What’s up?
	

	9

5

106
	

	penticton

vancouver

zoe, kreeo
	

	LOL
	


Closing:
Skip ______ lines after you last body paragraph, then use a conventional closing followed by a comma (ie: Sincerely, Sincerely Your, Respectfully, Regards).

Signature:

Your signature should appear below your closing. Use both your _________ and ___________ name. 

Name: 

Skip ________ lines. ____________ your full name. Do not include a title (Mr. or Mrs.). 

Brainstorm for your letter letter: 

Return address: 

Use your OWN ADDRESS or the address of the COMPANY THAT you REPRESENT On the Provincial exam you will be provided an address, use that one. 

Date: 

Skip  2  lines after the return address. Always spell out the DATE and include the MONTH a COMMA and the YEAR.
Inside address: 
Skip TWO more lines. Then write the address of the person or company to whom you are WRITING.
Salutation: 

Write  DEAR  followed by the person’s name. End the line with a COLON. If you don’t know the name of the person, use a title instead (ie: Dear Editor, Dear Madam)

Body: 

Align your message on the      LEFT        margin. Skip a  LINE  before starting a new paragraph, but        DO NOT INDENT           the paragraph’s first. Start by indicating the   PURPOSE   of you letter in a SHORT AND CONCISE (1-2 SENTENCES) manner. The second paragraph (a business letter should always be at least 2) should  ELABORATE  with details on the purpose of the letter. On your exam, they will tell you the purpose of the letter and will also give you details to use. Be sure to use FORMAL language in your letter. 


Formal language

1. Spell out contractions 

2. Do not use jargon or slang 

3. Spell out numbers 9 and under


4. Capitalize proper nouns

5. Do not use abbreviations

	Informal
	Formal

	Don’t

It’s
	DO NOT

IT IS

	Look

Help

Skipped

What’s up?
	REGARD

ASSIST

OVERLOOKED

How are you?

	9

5

106
	NINE

FIVE

106

	penticton

vancouver

zoe, kreeo
	Penticton

Vancouver

Zoe, Kreeo.

	LOL
	If I catch you using this in your letter, I will hunt you down…


Closing:

Skip TWO lines after you last body paragraph, then use a conventional closing followed by a comma (ie: Sincerely, Sincerely Your, Respectfully, Regards).

Signature:

Your signature should appear below your closing. Use both your FIRST and LAST name. 

Name: 

Skip FOUR lines. PRINT your full name. Do not include a title (Mr. or Mrs.). 
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Name: _______________________

Directions: Using your notes to guide you, write a formal business letter to Michael Moore letting him know whether your thought Bowling for Columbine was a good documentary or a piece of blatant propaganda.  You may tell him good things and bad things about the movie, but please give SPECIC examples. 
For this assignments use the following addresses: 

Your name, Princess Margaret Secondary School, 120 Green Avenue West, Penticton BC, V2A 3T1

And

Michael Moore, 1287 High Street, Flint Michigan United States, 92340

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Name: _______________________

Directions: Using your notes to guide you, write a formal business letter to the movie reviewer of Troy indicating whether you agreed or disagreed with the review. 
Reminders
-You can take both sides, but the points (agree and disagree) should be organized into different paragraphs. 
-Your first paragraph explains why you are writing the letter and subsequent paragraphs elaborate with the details (in this case WHY you agree or disagree with specific examples)  

-The final paragraph uses a suitable closing. 

-Please use SPECIFIC examples from the movie to back up your ideas
For this assignments use your own address and the address:  

Max Reicher 1166 Hollywood Boulevard, Hollywood, California, 90240

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
