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Sutter, CA 95982
August 2, 2000

Mr. John Travis

Larson Employment Agency
Suite 490 Denver Club Building
Denver, Colorado 80202

Dear Mr. Travis:

This is the body of the letter. It can generally be typed with 1 to 2 inch side margins. This is
approximately a 60 space line on a pica typewriter (left margin = 12; right martin = 72) and a 70
space line on an elite typewriter (left margin = 16; right margin = 86). In a word processing
program this would be from 1” to 2" side margins.

One should single-space the body of the letter; however, you should always double space be-
tween the paragraphs.

Letters set up properly will adhere, as much as possible, to that of a “picture frame.” That is,
equal side margins and equal top and bottom margins. However, the bottom margin may be
somewhat larger or smaller than the top margin. Perfection isn’t called for- it should just look
pleasing to the eye.

Sincerely,

Richard Kline



Business Writing Vocabulary
1) Heading – information on where the business letter comes from and when
The heading goes at the top right of the letter.

2) Inside Address – information on to whom the letter is being sent
The inside address goes along the left margin a few lines below the heading.
3) Salutation – a greeting; a formal address followed by a colon (or a comma when more   

informal) 

4) Body – the text of a message 

Still follow the idea of having an intro, body and conclusion in the body of the letter. 

5) Closing – closing phrase followed by a comma
You can align the closing on the left center or left of your page.
6) Alignment – adjustment to a line; arrange in a straight line
Be clear on where different parts of the text should be aligned in a business letter.
7) Tone – a particular style or manner, as of writing or speech; mood
Be sure your tone suits your audience.


8) Audience – the predicted reader of your letter
Always identify, stay focused on, and write to your audience.

9) Jargon – language that is characterized by uncommon or pretentious vocabulary and convoluted syntax and is often vague in meaning
Avoid it.

10) Succinct – concise, to the point
Business letters should be short and immediately to the point.

Business Writing Vocab Sentences
1) Since Austin wanted to make himself sound smarter in his introduction letter, he used a lot of complicated technical __________________; unfortunately, he ended up sounding less confident.

2) Write to whom and where you are sending the letter to in the  __________________ area of your business letter just above the salutation. 

3) Before you begin any type of writing, consider your ____________; what are they expecting and how focus on how you would like to fit in to the expectations.
4) Business writing needs to be focused and ______________; get to the point quickly and give specific evidence to back up your points.  

5) _______________ in most business writing should be formal and followed by a colon.

6) The ______________ of your business letter should reflect the seriousness with which you will take the situation you are writing about.

7) Use a visual model of a business letter the first few times you write one to check as to what the  _______________ of the different parts of the letter should be; your business audience will expect to see certain information in certain places on the paper.
8) Your  ____________ should include your address and the date, but don’t include your name at the top of it; the reader will see that typed beneath your signature.

9) Your ___________, like your heading, should be formal but followed by a comma.  Then, leave four spaces and type your name.  Sign the document within the four line break.

10) The __________________ of the letter is your message to your audience.  Use single spacing with an extra space after each paragraph.  Align the paragraphs along the left margin.

