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Writing Personal/Business Letters
Word Processing

TUESDAY MARCH 1, 2016

Business Letter Terminology 

 Return address

 The address of the sender, which 
includes:

 .

 .

 Inside address (mailing address)

 Address of the recipient of your letter.

 Includes:

 .

 .

 .

7050 Malden Rd.
LaSalle, ON

N9J 2T5

 Date line

 .

 Salutation 

 .

 Body of the letter (typically 3 paragraphs)

 Introduction –

 Main content –

 Thank you –
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 Complimentary closing 

 The line that indicates that your letter has concluded. 

 ..

 Signature line

 The space between your complimentary closing and your typed 
name indicating your signature.

 .

 Your name typed

 .

 .

Sincerely, 

Jessica Smith
519-734-1237

j.smith@gmail.com

Mixed Punctuation 

 Refers to the use of punctuation throughout a 

personal/business letter.

 Comma

 placed after the complimentary closing at the end of your letter.

 Colon

 placed after the salutation at the beginning of your letter. 

General Formatting Rules for Letters

 Business letter typically begin 6 lines from the top of the page to allow for letter head 
space.

 Letter head is pre-formatted paper that includes the companies logo, slogan, contact 
information the top. 

 One space ________________________________________________________________________. 

 Two spaces are left between:

 .

 . 

 . 

 .

 Four spaces ______________________________________________________________________________. 
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Full Block Letter Formatting

 All information is left aligned at the margin.

 No indenting of paragraphs.

 Formal 

 Used for:

 .

 .

 .

Semi-Block Letter Formatting

 Information that is ________ aligned at 
the margin:

 Return address

 Inside address

 Salutation

 Information that is _________ aligned at 

the margin:

 Date line

 Complimentary closing 

 Signature 

 Typed name and contact information 

 All body paragraphs are _____________ 
by pressing the tab key once. 

 Informal

 Used for:

 .

 .
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