USEFUL AND IMPORTANT FOR BUSINESS LETTER

Envelope
· All upper case

· NO punctuation

· City, province and postal code appears on the same line

· NO date in the return address

· For the mailing address the name appears on line 1, the person’s title/position appears on line 2 and the company name appears on line 3

Letter

· The heading does not include the sender’s name. It only contains the sender’s address and the date.

· NO punctuation in the address; there is a comma in the date

· For the salutation DO NOT use first names and end the salutation with a colon

· DO NOT introduce yourself with “Hello” or “Hi”

· Stick to the specific format of that letter

· Do NOT use abbreviations such as ASAP or slang/informal language

· For the closing only capitalize the first word and end it with a comma
· Remember to sign the letter and print your full name below the signature

· Remember – sentence variety, compound and complex sentences and transitions

· Avoid wordiness or unnecessary information

· You want to create polite and respectful tone in your writing

· BE SURE TO PLAN OUT YOUR LETTER BEFORE YOU BEGIN WRITING; IF YOU DO NOT HAVE ENOUGH TIME TO COMPLETE YOUR LETTER, YOUR PLANNING PAGE WILL BE EVALUATED
