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FRIENDS AND NEIGHBORS

516 W. Iowa Street

Dermott, AR 71638-2039

(870) 555-0183

December 7, 200-
About 2 inches or 2 lines below letterhead

∀ 4

Mr. Alex P. Perkla

Homemade Construction

571 S. Pecan Street

Dermott, AR 71638-2225

∀ 2

Dear Mr. Perkla

∀ 2

Thank you for helping to make this year’s Friends and Neighbors Dinner a success.

The tables and benches your crews built, delivered, and set up were put to good use. Meals were enjoyed by 376 people who might otherwise have spent their holiday alone and hungry.

Homemade Construction has a positive reputation in the community. That reputation is well deserved.

∀ 2

Sincerely

∀ 4

Chuck L. Fosgate, Chair

Friends and Neighbors Dinner

∀ 2

Enclosures
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	BUSINESS LETTER
	
	

	SIMPLIFIED STYLE
	
	

	
	
	
	

	FRIENDS AND NEIGHBORS
	
	Letterhead

	516 W. Iowa Street
	
	

	
	
	
	

	Dermott, AR 71638-2039
	
	
	

	(870) 555-0183
	
	
	

	December 7, 200-   About 2 inches or 2 lines below letterhead
	
	Date

	∀ 4
	
	
	

	Mr. Alex P. Perkla
	
	Letter

	Homemade Construction
	
	Address

	571 S. Pecan Street
	
	
	

	Dermott, AR 71638-2225
	
	
	

	∀ 2
	
	Subject Line

	Holiday Gratitude
	
	

	∀ 2
	
	
	

	Thank you for helping to make this year’s Friends and Neighbors Dinner a
	
	
	

	success.
	
	Body

	The tables and benches your crews built, delivered, and set up were put to
	
	
	

	good use. Meals were enjoyed by 376 people who might otherwise have spent
	
	
	

	their holiday alone and hungry.
	
	
	

	Homemade Construction has a positive reputation in the community. That
	
	
	

	reputation is well deserved.
	
	
	

	∀ 4
	
	Signature

	
	
	

	Chuck L. Fosgate, Chair
	
	Lines

	∀ 2
	
	Reference

	vu
	
	

	∀ 2
	
	Initials

	Enclosures
	
	Enclosure

	
	
	Notation

	
	
	
	

	HEADING FOR SECOND AND ADDITIONAL PAGES OF LETTERS AND MEMOS
	
	

	
	
	

	About 1 inch
	
	

	Mr. Alex P. Perkla
	
	

	Page 2(use appropriate page number)
	
	

	December 7, 200-
	
	

	∀ 2
	
	

	Body of message is continued. At least two lines of text should be carried to
	
	

	continuation pages.
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PERSONAL-BUSINESS LETTER

MODIFIED BLOCK STYLE



About 2 inches

143 W. Mulberry Street

Dermott, AR 71638-1200

December 7, 200-

∀ 4

Mr. Alex P. Perkla

Homemade Construction

571 S. Pecan Street

Dermott, AR 71638-2225

∀ 2

Dear Mr. Perkla

∀ 2

Thank you for helping to make this year’s Friends and Neighbors Dinner a success.

The tables and benches your crews built, delivered, and set up were put to good use. Meals were enjoyed by 376 people who might otherwise have spent their holiday alone and hungry.

Homemade Construction has a positive reputation in the community. That reputation is well deserved.

∀ 2

Sincerely

∀ 4

Chuck L. Fosgate, Chair

Friends and Neighbors Dinner

∀ 2

Enclosures



Return

Address

Date

Letter

Address

Salutation

Body

Complimentary

Close

Signature

Lines

Enclosure

Notation

Reference Guide
3

TRADITIONAL MEMO



Memo Headings

Body

Treat bulleted items as paragraphs.

Align text for readability.

Reference Initials

Attachment

Notation



About 2 inches

TO:
Marketing Department Staff

∀ 2

FROM:
Paula Pierz, Manager  pp

∀ 2

DATE:
September 25, 200-

∀ 2

SUBJECT:
Staff Meeting

∀ 2

Representatives of ACE Computer Corporation will be here October 7, 8, and 9 to conduct training sessions for us. These all-day sessions will be held in Conference Room A; equipment will be installed there for our use. Please bring the following materials with you:

· Operating system manual.
· Graphics software manual.
· Word processing software manual.
· Samples of letters, memos, reports, and proposals you have completed during the past six months.
The attached brochure will more fully describe the training we will receive. Please read it before the first session.

These classes will provide a good introduction to our equipment and software. It is important that we all attend. Sessions covering advanced applications will be scheduled after the first of the year.

∀ 2

eb

∀ 2

Attachment
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ENVELOPES

Business and personal-business letters are usually mailed in No. 10 envelopes (4 1/8" x

9 1/2"), but personal-business letters can also be mailed in No. 6 3/4 envelopes (3 5/8" x 6 1/2").

Business envelopes typically have the return address preprinted; therefore, return addresses are keyed only for personal-business letters or when a letterhead envelope is not available. You can use the envelope feature of your word processing program to create the mailing address and, if necessary, the return address for these and other envelope sizes. As you do so, remember these guidelines:

· An address must contain at least three lines; addresses of more than six lines should be avoided.

· The last line of an address must contain the city, the state, and the ZIP Code (preferably the nine-digit code).

· Mailing addresses may use title case or be keyed in uppercase with no punctuation.

· Place mailing notations that affect postage (e.g., CERTIFIED or REGISTERED) below the stamp position.

· Place other notations (e.g., CONFIDENTIAL or PERSONAL) below the return address.

FOLDING AND INSERTING CORRESPONDENCE
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