Business Letter Format
· Side margins should be 1 inch.

· After you type the letter, you’ll need to go to the TOP and hit the “enter” button until the margin at the top and bottom looks equal.  ( i.e. Center the letter between the top and bottom of the page.  If you have a short letter, you may have huge margins at top and bottom.)

· If you are doing the standard block style you won’t indent anything!  (i.e. All lines will touch the left-hand margin.)

· Double-space ONLY between each “chunk.” 

1) The first “chunk” is YOUR ADDRESS and DATE you wrote the letter (Write the date the usual American way: spell out the month day, year  May 4, 2010.)

2) Second “chunk” is the COMPANY NAME and ADDRESS to whom you are sending the letter. (Remember to put a comma between the city, and state: Redondo Beach, CA 67891.)

3) Third “chunk” is the SALUTATION with NAME ending with a colon: (i.e. Dear Mr. Woodman:    or Dear Sir or Madam: ( if you don’t know the person’s name)

4) Middle “chunks” are the body paragraphs.  Double-space between all paragraphs.
5) Second-to-last “chunk” is the SIGN OFF followed by a comma  (i.e. Yours truly,  or Sincerely,     or    Truly,  )

· Quadruple-space between the SIGN OFF and typing your name!  
This allows you enough room to clearly write your name in CURSIVE in blue or black pen, once you’ve printed out the letter.  (Never sign in pencil because it makes you not look serious and anything signed in pencil cannot be used it court, if you should ever want to use the letter as evidence in a court case.)  If you wish to put your job title under you name, type it single-spaced below your typed name. 
	           901 West Francis Street  ( This will be YOUR address
                  Ontario, CA 91762

                  May 20, 2010

                                                ( Double-space
           Maycomb Tribune Office
                  1234 North Main Street

                  Maycomb, AL 67890

                                                ( Quadruple-space
            Dear Mr. Hust (or Mr. Underwood):

                                                                             ( Double-space
                   I purchased a Honda Element from you back in 2003.  I have really enjoyed driving the car 
                   because it gets fairly good mileage, considering it has “smart four-wheel drive,” and the 
                   seats are very comfortable.  Even though the seats are comfortable, the driver’s seat has not 
                   worn well.  The urethane is cracking on the left-hand corner of the driver’s seat.  I plan to keep
                   the car for another two years, but the stuffing will be coming out of the driver’s seat before
                   that time has expired.  Does Honda make a product that would enable me to patch the seat or
                   glue the seam back together?

                                                                              ( Double-space
                   If you do make such a product will you please contact me and let me know where I can buy it?  
                   My email address is as follows: teacher1@hotmail.com, or you could leave a message on my
                   cell phone: (909) 123-4567 or call after 4:30 P.M.  I hope to hear from you by Friday.

                                                                            ( Double-space
                   Thank you for your time and attention to this matter.

                                                                            ( Double-space
                   Sincerely,

                                                                       ( Remember to sign your name in blue or black ink
                                                                       ( Quadruple-space
                   Karen Grace




