Business Letter - guidance

The illustration below shows a standard format for a business letter.

The example shown uses “Open punctuation” – this means that no punctuation is shown in the recipient’s address, the salutation or the complimentary close.  Punctuation is used (as normal) in the body of the letter.

Move your mouse over the numbers in the letter to view extra advice and information…..


Business Letterhead

(Design a company, name, address, telephone & fax number and a logo)

(Centre this at the top of the page)

Today’s date

Reference code
 

Recipient’s name (if known) or company name

Street

TOWN

County

POSTCODE  (This address should be blocked to the left side of the page)

Dear Sir (if name not known)

(Body of letter typed in paragraphs, in blocked style – meaning that all the paragraphs start at the left hand margin)

XXXXXXXXXXXXXXXXX XXXXXXXX X XXXXXXXXXXXXXXX XXXXXXXXX XXXXXX XXXX XXXX XXXXXX X XXXXXXXXX XXXXXXXX XXXXXXXXXXXX XXXXXXXXXXXX X X XXXXXXXX XXXX

XXXXXXXXXX X X XXXXXXXXXXXX XXXXXXXXXXXXX XXXXXXXXXXX XXXXXXXXX X XXXXXXX

XXXXXXXXXXXXXXXX XXXXXXXXXX XXXXXXXXX XXXXXXXXXXX XXXXXXXXXXXX X X XXXXXX XXXX

Yours faithfully (if name not known)



Name of letter writer

Job title of letter writer







� Date should be in full (eg. 14th January, 2004)


� Reference code – often used to quickly find the file used to store the original letter – may be the filename (eg. Buslet1.doc) or a combination of the writer’s initials and date (eg. KP251098)


� Salutation - If recipient’s name is NOT known the salutation is always Dear Sir (not Dear Madam or Dear Sir/Madam).  If recipient’s name is known then it should be used (eg. Dear Mr Jones)


� Body of letter – Must be fully blocked (see explanation in letter) but can either be left justified only (as in this example) or fully justified


� Complimentary close - Yours faithfully if “Dear Sir” is used in the salutation, Yours sincerely if recipient’s name is used in the salutation at the start of the letter


� Signature - Space for signature of letter writer





K C Parry

