Essential Parts of a Business Letter

123 Return Street (your address)
Barrie, ON  L4N 9M5

October 4, 2015
Mr. Bernardi, Principal (who you are writing to)
Nantyr Shores Secondary School

1146 Anna Maria Avenue
Innisfil, ON  L4N 9M5

Dear Mr. Bernardi:
Introduction – should include who you are and why you are writing the letter. This is an example of a personal-business letter that has been typed using the block style format.  All parts of the letter begin at the left margin.

Main paragraph – your main points that you want to communicate to the person. 

All margins are set to 1-1.5”.  This is the default in Word. Paragraphs are typed using single spacing but with a double space between. Do not indent paragraphs.
Use a business-type font for most personal business letters.  The only difference between the format of a personal-business and business letter occurs in the return address.  The address of a business would be contained in the top 5 cm of the page and is called letterhead.

Conclusion – Thank the person you are writing to and give them personal information on how they can contact you. 
Sincerely,
Ms. Brincat
Ms. Brincat
Business Teacher
