Handout 3: How to Write Your Letter
Your address 

skip line

Date
skip line

Address of recipient, for example:
Ms. Priscilla Publisher

Serious Study Textbook Company

1234 West Broadway 

Vancouver, British Columbia 
K1A 0K2
skip line

Dear Sir: (Salutation or Greeting)

skip line 
Body: Express your appreciation for being offered the opportunity to write the chapter. Give a brief account of the importance of your three most significant topics, much like a thesis statement. Have a bit of fun with your role. Show enthusiasm. Express confidence.

skip line
Explain the significance of your first choice referring to criteria. 

skip line
Begin with a transition word, e.g. Another… or In addition, and then explain the significance of your second choice referring to criteria.

skip line

Begin with a transition word, e.g. Another… or In addition, and then explain the significance of your third choice referring to criteria.
skip line

Conclusion.

skip line
Yours truly, (Closing) 

skip 3 or 4  lines Write your name in the space (Signature) 

(Your Name typed) 

The Block Form
5 Historyrules Street

Vancouver, B.C., V6S 9E4

December 15, 2006

Mr. Publisher

Wonderful Textbook Company

1234 Spadina Avenue 

Toronto, Ontario 

K1A 0K2
Dear Sir:

When you use the block form to write a business letter, all the information is typed flush left, with one-inch margins all around. First provide your own address, then skip a line and provide the date, then skip one more line and provide the inside address of the party to whom the letter is addressed. If you are using letterhead that already provides your address, do not 

retype that information; just begin with the date.  For formal letters, avoid abbreviations where possible.

Skip another line before the salutation, which should be followed by a colon. Then write the body of your letter as illustrated here, with no indentation at the beginnings of paragraphs. Skip lines between paragraphs.
After writing the body of the letter, type the closing, followed by a comma, leave 3-4 blank lines, then type your name and title (if applicable), all flush left. Sign the letter in the blank space above your typed name. Now doesn't that look professional?
Sincerely,

John Doe

Indented Form
5 Historyrules Street                              Vancouver, B.C.  V6S 5G7

                                15 December 2006

Ms. Publisher

Serious Study Textbook Company

1234 West Broadway 

Vancouver, British Columbia 

K1A 0K2
Dear Ms. Publisher:

     If you are using the indented form, place your address at the top, with the left edge of the address aligned with the centre of the page. Skip a line and type the date so that it lines up underneath your address.  Type the inside address and salutation flush left; the salutation should be followed by a colon. For formal letters, avoid abbreviations.

     Indent the first line of each paragraph one-half inch. Skip lines between paragraphs.

     Instead of placing the closing and signature lines

flush left, type them in the centre, even with the address and date above, as illustrated here. Now won’t she be sure to read such a well formed letter?

                                Sincerely,                                   

                                Jane Doe
