(Return 9 times from the top default 1-inch margin. This will leave a 2 ½ inch top margin for letters of medium length. For shorter letters, you can leave more space; for longer letters, you can leave less space.)
October 29, 2005


(Return 4 times)


(Date)

Mr. Bob Allison







(Address)

Global Communication Network



333 West Wacker Drive

Chicago, IL 60610 


(Return 2 times)




Dear Mr. Allison:


(Return 2 times)


(Salutation)

The introduction connects you to your reader and connects your reader to the purpose of your letter. With a direct message, state your main point in the first paragraph.

The body tells the reader basic information which supports your purpose. In the body of a letter, include details, descriptions, examples, and rationale. The body could be one paragraph for a short letter or any number of paragraphs for longer letters. The body should be as long as it takes to make your point, but no longer. With an indirect message, your main point would come toward the end of the body or beginning of the conclusion.

The last paragraph, or conclusion, defines action or next steps. Inform the reader of any action you will take or that you request the reader to take. Invite the reader to contact you; if you choose, include your phone number and Web address. (Return 2 times)

Sincerely,


(Return 4 times)

(Closing) 

Reginald D. Piper





(Writer’s name)
Instructional Designer

(Return 2 times)

(Title)
cc: Michael Jones
(“cc” stands for courtesy copy)
Enclosure






(A document that is enclosed

Attachment 


(Return 2 times)

(A document that is paper-








clipped to the 
letter)

PS 
Use a “PS” notation to state an afterthought.

(Post script)
