Copy down the words and definitions; you can use the fill in the blanks for the definitions…

Heading – 
Inside Address – 
Salutation – 

Body –. 

Closing – 
Alignment – 
Tone –
Audience – 
Jargon – 
Succinct – 
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 a 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 they  _______________ 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.
