Developmental Module
Creating Business Documents

Personal Business Letters

A personal business letter is a letter from an individual to a company or another person. Use this type of correspondence when sending a cover letter with your résumé requesting an interview, writing to a credit card company complaining about an error on your billing statement, or any other time you write a letter regarding something of a personal nature. A popular format for personal business letters is block style with open punctuation. This means that nothing is indented, (everything begins at the left margin as in this document) and there is no punctuation after the salutation (greeting) or after the complimentary closing.  

To begin, set a top margin of 2 inches and the left, right, and bottom margins at 1 inch. Put your return address and date at the top of the letter followed by the recipient's address. State why you are writing in the first paragraph and put any supporting information in the second paragraph. The final paragraph should state what you want the recipient to do and end with your contact information. End the letter with a friendly phrase such as “Cordially” or “Sincerely.” Your signature will go after the complimentary closing followed by your typed name. If you are including any documentation with your letter, include an Enclosure notation below your typed name. This lets the reader know that he or she should look for these documents. Be sure to proofread carefully. Your letter should contain no grammatical or typographical errors. It may be difficult for the letter recipient to take you seriously if you have errors in your letter.

Here's an example of how your letter should look when it is finished.
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Your Street Address

Your City, State ZIP

Current Date

Recipient’s Name

Recipient’s Street Address

Recipient’s City, State ZIP

Dear Mr./Ms. Recipient

This is your opening paragraph. It states your purpose for writing the letter. This paragraph should be two or three sentences long
.

This paragraph explains your point of view and addresses any documentation you may have to back up your position. This paragraph is the “meat” of your letter and should express your thoughts concisely, but thoroughly. If you are going to include copies of your supporting documentation, refer to it in this paragraph. For example: “The enclosed
 résumé further details my qualifications for the position.” This lets the recipient know what you are sending with your letter
.

The final paragraph should close your letter in a friendly manner. You need to state what you want the recipient to do and give them your contact information so they can reach you with any questions, if necessary
.

Complimentary close

Your Signature

Your Typed Name

Enclosure

Interoffice Memorandums

An interoffice memorandum is a commonly called a memo. This type of correspondence is used to communicate within an office. Like the personal business letter, your margins will be 2 inches for the top margin and one inch for the left, right, and bottom margins. 

A memo starts with the guide words TO, FROM, DATE, and SUBJECT. Use the Tab key to line up the text after the guide words at the 1 inch mark on the ruler. Everything is blocked at the left margin, meaning nothing is indented. The number of paragraphs and what should be included in each paragraph depends on what you are trying to communicate to the recipient. However, a general rule is that the first paragraph should state why you are writing, the middle paragraph(s) should explain the purpose of your communication, and the final paragraph should close with what you want the recipient to do.

Take a look at this memo for spacing guidelines and an example of how your memo should look when it is finished. 
TO:

Recipient’s Name

FROM
:
Your Name

DATE
:

Current Date

SUBJECT
:
YOUR SUBJECT

The first paragraph should explain the reason you are writing
. 

The second and subsequent paragraphs should provide supporting information about why you are writing
.

The final paragraph should close with what you expect from the recipient
.

Attachment

Set a 2” top margin.





Set a 2” top margin.








�Press Enter 4 times after the date.


�Press Enter 2 times after the ZIP.


�Press Enter 2 times after the salutation.


�Press Enter 2 times after each paragraph.


�Using the word “enclosed” lets the recipient know that something is included with your letter.


�Press Enter 2 times after each paragraph.


�Press Enter 2 times after each paragraph.


�Press Enter 4 times after the complimentary close.


�Sign your name in ink between the complimentary close and your typed name.


�Press Enter 2 times after your typed name.


�Include an enclosure notation whenever you are including something with your letter.


�Press Enter 2 times after the recipient’s name.


�Press Tab 1 time after the guide word to align text at 1 inch.


�Press Enter 2 times after your name.


�Press Tab 2 times after the guide word to align text at 1 inch.


�Press Enter 2 times after the date.


�Press Tab 1 time after the guide word to align text at 1 inch.


�Press Enter 2 times after the subject.


�Press Enter 2 times between each paragraph.


�Press Enter 2 times between each paragraph.


�Press Enter 2 times before the Attachment notation if needed.


�Include this notation if you are including documentation with your memo.
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