BUSINESS LETTERS & LETTERHEADS
Most companies use letterhead stationary for business letters. A letterhead usually includes the company logo, the name of the company, and the company’s address and telephone #.

OBJECTIVE: To learn how to create a letterhead & properly format a business letter.
SKILLS: Insert an image, text wrapping, spacing, 

1. Open Word. Create a new document. Save it with the date & outfitters.
2. Insert a piece of clipart that will work for Highlander Outfitters (the school apparel shop)
a. Insert tab>illustrations group>clipart
[image: ]

b. Resize the image by grabbing the placeholders. [image: ]
c. Adjust the text wrapping. Double click the image>Format tab>arrange group> Text wrapping button> choose square.
[image: ]
d. Type the company information. Beside the image. [image: ]
e.  Format the company name using the font group. [image: ]
f. Adjust the line spacing. (page layout>paragraph>spacing after> 0pt)
3. Draw a line under the letterhead to separate it from the letter. Go to Insert> /illustrations group> shape> choose a line
[image: ]
[image: ]
a. Double click the line & format it with the options that appear above.
WRITING A BUSINESS LETTER
[image: C:\Documents and Settings\kkessinger\My Documents\My Pictures\img020.jpg]Use page 76 in your book as a formatting guide.

1. Write a letter to the Principal 
a. Inform him of an upcoming sale at the Highlander Outfitters. 
b. Also mention that new merchandise is now in stock.
c. List some of the new Items
d. Ask for permission to announce this sale on the announcements
e. List some of the sale prices.
f. Thank him
2. Label the parts of a business letter: Salutation, recipient, body, closing, sender, margins, & spacing. (use shapes to label)
[image: C:\Documents and Settings\kkessinger\My Documents\My Pictures\img021.jpg]
3. Save as date & Outfitters. SUBMIT IN MOODLE
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The block style format is often used for
business leters because of the ease and speed
of use and its clean, organized look. In block
style formatting, all ines of the business letter
are keyed beginning at the left margin. The
body of the letter is single-spaced, with a
double space between paragraphs. You can set
up the block style format yourself or use
Microsoft Word templates to help format a
letter easly

A personal business letter is a letter written by
an individual (0 a business or organization.
Personal business letters follow the same
basic format as business letters. The main
difference between the two letters is that a
personal business letter does not use
letterhead. Because there is no letterhead, the
individual's home address precedes the date
line at the top of the letter. Use the personal
business letter format when your letter
represents only yourself and not a separate
business or organization.

Pay attention to margins and spacing when

formatting a business letter.

SKILLBUILDER

1 What is the block style format?

2 Using the Word tools you have already
studied, create a letterhead for an imaginary company.

Lesson 3: Writing Matters
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3, Why s it important to format a business
letter correctly? How does the formatting of a personal
business letter differ from that of a business letter?

Why are the two different?





image9.jpeg
Business_Letter Szve s

. (For
example, Business._Letter-
sbryant.)

Activate Show/Hide 1
Click after the fax number in
the address. Press
four times.

Key the text:
4
Press ENTEH' four times.

Key the recipient’s name
and address as shown in
Figure 3.1. Press
twice.

¢

Key the salutation as shown.

Click after person: in the
letter’s body. Press
twice. Key the closing as
shown. Press four
times.

Key the sender’s name and
job title as shown.

m Your screen

should look like Figure 3.1.
Save your file.

10 Continue to the next
exercise.

Lesson 3: Exercise 3-1

Letterhead, with company
name and address

ﬂ World Marketingq

42 Clover Lanef
5 Boston, MA 021161
Telephone: 508-555-88591
Fax: 508-555-87521
1

1

1

[Today’s Date]q] Current date
1

1
1

Leadership Inc. Recruitment Services] Recipientvs name and address,
100 Red Leaf Street] TSR
Natick, MA 017591 also called inside address

Dear Sir or Madam:q] Salutation
1

My company is looking to hire a new project manager, We need someone who can startf]
as soon as possible.

The individual hired for this position will be in charge of a team of more than forty)
people. We are also looking for someone who can help us envision how s can expand]

this award-winning account in the future. The job candidate should be o good] Body
communicator who can set clear goals. He or she must be able to meet tight deadlines.{]

This project manager will oversee our MarketPlus account. We plan to start the interview{]
Process soon. Please send the names and resumes for all candidates to the following]
contact person:{|

Sincerely, ] Closing
1

1

Jeff Smith* M :
Ja,k:::gma"age,ﬂ Sender’s name and job title
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