gusiness Letter :
parts of a BUSY Letter of Request
€ mhe heading includes the sender’s addres,
Heading and the date. Begin an inch from the top of = = oy
the page at the left margin. -
s sl
Inside 9 The inside address mc¢ udes the name apq |
ddress address of the person or company you are A554 Ta pisds
Addre writing to. Place it at the left margin, four ¢, o Richland Center, WI 53581
seven spaces below the heading. If the pergop January 1, 2000
has a special title, such as park ranger, add it
after his or her name. (Use a comma first,)
Mr. David Shore, Park Ranger Mr. David Shore, Park ’
; ; o 9 Yellowstone National
Salutation o The salutation (greeting) should begin on the Box 168 e
second line below the inside address. Always Yellowstone National Park, WY 82190
use a colon at the end of the salutation. | \
m If you know the person’s name, write this: .| 9 Dear Mr. Shore:
Dear Mr. SI':ure: . O s T e o et oy 0
® If you don't know the name, use clear, fair plan the best summer vacation. I want to convince
language: everyone that a trip to Yellowstone National Park
Dear Park Ranger: Dear Sir or Madam: :rm:lr:i be better than going to New York City or even
: . o the seashore f . Thi
Dear Yellowstone Park: Greetings: s eashore for a week. This is not going to be
Body o The body is the main part of the letter. o
S i oo o B I e o
salutation. . 3 - some up-to- rochure
between arDﬂ HU'{llndent. S photos and maps of the park. I will also need some
Closi e BEDEEaphs. information about where we can stay and what we
osin - . :
& Eﬁi tﬁe closing at the left margin, twWO lines | SRR A0 1. e, per:
letter tloi'bﬂdm Use Sincerely for 2 hubm,E.H Thank you for your help. Maybe I'll see you next
the L‘lﬂsinlgng Abways place 3 corim o | \_ summer
Sigﬂitum ; i
End - : : | Sincerely,
o bEneirﬁiﬁEttTr l.J},r writing your Elgpﬂturlur l e ly
letter, skip Eflgsll_ng. If you are t}’Pll’llgl f][:m‘lﬁ* o,.l,(}(g Johnson
ines and type your Rt e ‘ Luke Johnson
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