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Business Letter

A business letter includes six basic parts:

Heading
Inside address
Greeting

Body

Closing
Signature
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All six parts are left aligned. Business letters should be typed.

Heading: Includes the date and the address of the person sending the letter.

Inside address: this is the address of the person you are writing to; it includes the title of the
person and the company name. If you do not know the name of the person you need to
address, you can use “To Whom It May Concern:” “Dear Sir:” “Dear Madam:”

Greeting: The salutation (Dear ). The greeting line ends with a "

Body: your message

Closing (closing words: Sincerely is standard for a business letter or Yours truly, or Regards,
Respectfully, )

Signature: Your name, handwritten and typed

Inside
Address.
Include the

company name
and title of

person you are
writing to.

Greeting.
This is left
aligned. Ends
in a colon.

Body

\

123 Makkah Lane
Madinah, CA 95843
August 31, 2007

Muhammad Al Watan
Director of Personnel
Arabco Industries
67225 Kabah Freeway
Cairo, NY 00240

Dear Mr. Al Watan: (or Dear Sir/Madam: or To Whom It May Concern:)
=

This is body of the letter and it contains a polite, formal message. This section is single-spaced.

1A good way to start this section off is to ask how your receiver is doing and tell them that you

are doing well (alhamdulillah).

The paragraphs should not be indented and there is a space between paragraphs. Be sure to
proofread so that your receiver can easily read your letter and understand what you are talking
about.

<’/— Closing
Sincerely,

S imh o
TIminale Hamid *—o_____ Signature
Left aligned.

Handwritten
and typed.

Aminah Hamid
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