
WRITING A BUSINESS LETTER SETUP

Learn how to write and format a business letter to convey important information in a professional way using tips and a
business letter template from Xerox.

Or, try highlighting a few words in the text. Ending a letter: If you do not know the name of the person, end
the letter this way. Simply reiterate your reason for writing and thank the reader for considering your request.
Salutation or greeting: 1 Dear Sir or Madam, If you do not know the name of the person you are writing to,
use this. Write clearly: State your point early in your letter. Word can automatically color your company's
name every time it appears, making those entries easy to locate. Write the month as a word. Boston,
Massachusetts Dear Ms. Conclusion Knowing how to write a business letter is a fundamental skill for your
professional life. In the second paragraph, use evidence and persuasive reasoning to justify your main point.
For formal letters, avoid abbreviations where possible. Sign the letter in the blank space above your typed
name. Note: When highlighting parts of a document you intend to print, use a light color such as yellow, light
green, or light blue. Do NOT include your name in this section â€” when selecting this style, it simply looks
better to sign off with your name at the end of the letter. For more tips for your small business, check out our
Small Business Insights. No Letterhead â€” Formal Letter Format Using a letterhead is always preferable
when writing a business letter. Signature The signature made by the person whom the letter is from, not the
person who typed the letter. Spacing: Your letter should be single-spaced. Then write the body of your letter
as illustrated here, with no indentation at the beginnings of paragraphs. Check out the example letterheads
below â€” both of which are acceptable methods for displaying your name and contact information. Only
include your street address, city, state, and zip code. If you wish to remove the highlighting, select the text and
click the Highlight button again. October 28,  In business, time is money so keep the entire body short and
sweet. Check for Formatting Errors and Typos Once you have written your business letter, proofread it using
spellcheck on the screen. In a long, information-packed letter, consider organizing information into sections
with subheads. However, you can use other sans-serif fonts such as Helvetica, Arial, Courier, or Geneva, also
at size  Salutation The salutation you will use depends on the title of your addressee, your familiarity with
them, and also the context of the letter. Enclosures This refers to any attachments you are enclosing in your
letter.


