
How To Write A Business Letter

There are 6 parts to a business letter (formal letter): the heading, inside address, 
greeting, body, closing, signature. 

1. Heading: this is the sender’s address and the date. If you are using letterhead, 
and your address is printed on it, then do not type it in the heading. The date should be 
2 spaces below your address.

2. Inside Address: this is the name and address of the person or business 
receiving your letter. This should be typed 2 lines below the date. If possible, your letter 
should be addressed to a specific person, and include a courtesy title (Mr., Mrs., Ms., 
Dr., etc). If you do not know the person’s name, include the title (or department) of the 
intended recipient.

3. Greeting (or Salutation): this is a formal way of saying hello. Be sure to use a 
colon ( : ) and not a comma ( , ), and use a courtesy title followed by the recipient’s last 
name. This should be 2 lines below the inside address.

4. Body: this states the writer’s purpose, and gives all the information the 
recipient needs to know. In your first paragraph, you should introduce yourself, if they do 
not know you, and state your purpose for writing. Use any additional paragraphs to 
further explain your reason for writing, but keep it brief.

5. Closing: this is your final sign off, and should be brief and courteous. It should 
be 2 lines below the body of the letter. (Some common closings are: Sincerely, Best 
regards, Yours truly.) Only capitalize the first word, and end with a comma.

6. Signature: this section should include your handwritten signature and your 
typed name below the signature. You should use your full name.



             ( Your Street Address )

             ( City, State  Zip Code )

    ( Today’s Date: Month Day, Year)

    ( Recipients Name or Company )

       ( Recipient’s Street Address )

   ( Recipient’s City, State  Zip Code )

Dear :

Sincerely,

( Type Your Full Name )


