Suidelines ang Rules of Email Etiquette

¢ Use a descri . "
Iubjﬁ;t_. plive subject line, avoid leaving it hlank or putting an irrelevant or

r name 10 add o personal your letler

Avoid over using FﬂIlLl.u.ll.mn ks 1N

Avoid using abbreviatior
ons, such as IMHO (in my humble opimon) or TTYL (talk o
you later), not everyone is famitiar with them l

L]
. Skip a line when starting a new paragraph, avoid using tabs o signify a new m
ifferent email programs read tabs in difTerent ways

s Avoid usang H1TML in YOur e Jmntls, not everyons cam view il arud il Ekes Ty from
ihe professional image of the lelter

. 2 |
* Il you arc sending an atiachment, make nale of 11 and doescribe whal ke siiachsent 3
the Dody, some poople are very wary ol ol lirreents due W the threst of Ty pRuteT

emails as concise as possible withou

s Keep usage of quoted text 1o a minimum
, ive a signature line, don'l
p on sending the same message |

afier a few day =i

1l check and E'-:n_-|.|'|-_-;_,! and 1

threads, if you gel o messagce in
NEes ,:- simply hit the reply opli
WE lh Re:" in [ront of 1
are sending out an email 1o o jarge priva !
'i:-.'J.l'.I_'- caroon copy ) o protecl the addresses | 1c PECIPICIS
(e, |here is always a chance Ol

L] F*.:n‘--:rT‘.h':r mosi ematls are never L'.-I'|L|l|'_'ln_i'- prin
it. so avoid writing any personal

someone cise besides the intended recipient repding
allacks which are L,:|.j'|l.il':'_-l'-'l'||l1 (o begin wilh
s When reading emails treal them as il they are privale messages {unless you know you

are allowed 1o share it with olthers)

@, When you receive a message reply o it as soon as you
have time to. Addressing an Envelope sddressing an envelope
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wld be the postage stamp (with the cormect postage

he %m&&mmmm and recipient’s addreas,
Envelope Forma
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L Lt R R
Mirrmurss Ao | s o
B ipasa Bdkborma |

Helpful Tips

o PrintMwrite all the information on the envelope bel
be wrinen/printed on a Nat surface.

= If you are writing to a different country, mak
retum address and the recipient's nddress

» [If you are writing a friendly letter with o

address on the flap of the envelope if their

Purpase of a Business Letter

A business lenter (or formal letter) is a fon
more partses. There are many different us
informational, persuasive, molivational

and printed out on standard 8.5% x 11" white p

Elemenis of a Good Leiter

The most Lmpecriamnd element of wnung o pood letter ATT T
your sudience. If you are addressing your letter 10 the depanument of human resources,
avoid using highly technical terms that only engineers would understand, even if your
letter is addressed 1o an engineering compoany, chonces are thai the personnel in human

resources does not have an engineering background

CNLEY BENd Wil

The next element is that you make sure your present your objective in a clear and concise
manner. Don't be vague about your objective, most people will not have the patience o
sit there and guess al the meaning of your letter ar the time to read a long-winded lener,
just get to the point without going into unnecessary details




Closing (Sincerely...}.
Signaiung

Your Mame (Printed) ¢
Your Title

%ml-nun:i 2)iu
Typist Initials. . | |
I“ th;ﬂ !EInl-blﬂBk fgmm your address, date (the date can actually go on either the lefi or
Irj@,t ;ldg}, the giusmg. signature, and printed name are al] indented to the right half of
[]]u.w ﬁ[ you indent in is up 1o you as long as the heading and closing is lined
ynru:uwn discretion and make sure it looks preseniable). Also the first line of
ph is indented. The indentations of the lirst line of each paragraph is the only

> .’-Ei eel ‘I;hﬂ semi-block anhd the modified block formats.
tﬂnus Lelter3s19 Front Stieet

Business Letter |




- Business Letter Fﬂrqﬁﬁf

Modified Block Format: Business Letter

Return Address Line |
Meturn Address Line 2

Date (Month Day, Year)

Mr./Mrs./Ms./Dr. Full name of recipient,
Title/Position of Recipient.

Company Mame

Address Line |

Address Line 2

Drear Ms/MWirs /e, Last MName:

Subject: Title of Subject

Body Paragraph 1
Baody Parngraph 2

Body Paragraph 3

.
[Closing (Sincerely..)
|

| Sienature

W gur Mome (Printed)
wour Title
| '|
Enclosures (2)

I 1
e e, date (Lhe date can actually go on either the
i . format, your address, dale
In the modified block

s : indented to the right
: i . and printed name are all in i
i : 1% the closing, signature, ai vending and closing is
gthon the ngh:[lg;i;' far you indent in is up o you as long as the :-i,:;h% and closing
?alf; : mif: ;uur own discretion and make sure il looks presentabis).
1ne upm

gemi-Block (Indented) Formal; Business Letter




Friendly Letter Fnr:ﬂhat

Return Address Line |
Mewrn Address Line 2
Date (Month Day, Year)

Dear Name of Recipient,

Body Paragraph |

Body Paragraph 2 .......00.. .

Body Parmgraph 3

losing (Sincerely...),

the closing, signature, and printed name

Inithe friendly letter format, your pddress, date,
are all indented to the I'II__'i'|1 half of the page (how lar you indent 1n is up to you as !ﬂ']ﬁg e
the heading and closing 15 lined up, use your own discretion and make sure it looks

presentable). Also the first line ofjeach paragraph is indented

Your Address
All that is needed is your street address on the first line and the city, state and zip on the

second line. (Not needed if the letter 15 printed on paper with a letterhead already on iL.)

Date
Put the date on which the letter was written in the format Month Day Year i.e. August 30,

2003. Skip a line between the date and the salutation,

Salutation
Usually starts out with Dear so and so, or Hi so and su. Note; There is a comma afier the

end of the salutation (you can use an exclamation point alsa if there is a need for some
emphasis).

Body ; :
The body is where you write the content of the letier; |he puragraphs should be single

S
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I believe that [ am the ideal candidate for the position dye

i e “ 1 " T "3 § 3
for KPMG. At my current position at kp My extensive experience as an auditor

; MG, 1 perform all fthe same tack ST
your ad for the chief accountant position. : of the same tasks that are described in

In addition to that | have 3 reputation for being a hard

worker who makes sure the job
ahead of the deadline,

15 done right the first time. My reports are always completed well

Feel free to contact me and SELUp an interview at your earliest convenience. You can reach me by way

ﬂfE-ITI'rlil at HEHJJcﬂhHLQIHHdU:E.1."|.-|‘|.|.| ar I:”'-' 'I.'n".]:r" Dfp]m”u al “:ﬁjj 555.5555 | l':”:l'l'-. fﬂr\yﬂ[d Lo
discussing with you my future with Global Answers, Thanks fot vour time and consideration.
)

Sincerely,
Signature

Ken Jacobs

Enclosure: resume




format should be almost

wﬁﬁmm letter will consist of three paragraphs. The first paragraph is an
"&Eﬂﬂ"ﬂﬂw one which introduces yourself. You want to include information on the
Position you are looking for and how you heard about and why you are interesied in the

sition and/or company,

L=

Format -
Ld:nli:a} to the n:g'l.TIar business letter formal.

?1;“'."’ paragraph should provide information on your skill, strengths, education,
! ications and/or experience. This paragraph should be poncise and give specific
pifi:s of why you are the ideal andidate and not simply restate your resume.

, \

ﬁﬂ{" paragraph should close up|the letter by requesting an interview and possibly
Suggestion umes that are convenien| for You or staling that you can come in at a time
that's convenient for the employer. Also you should lei the recipient know what the best
way and/or time to contact you is (you should let them know bath your contact email and
phone number so that they can contact you in their preferred method). Or vou can let
them that you'll follow up on this letter with a phone call in several days, You should
thank them for their time to close up the letter.

Each cover letter that you send out should be unique and tailored to the specific company
and position you are applying to. Using one cookie cutter cover letter will lessen your
chances for landing an interview. Also be sure to check for grammar and :,pf!'.ing-ﬂr:-:j
kecp the letter 1o one page in length ;

Sample Cover Letter
!

[527 West Ave.
Elmswood, CT 23865

|
October 28, 2004

Mr. Michael Black
Directory of Human Resources

Global Answers
542 Sioux Falls, NY ,

Dear Mr. Black:

It is with great interest that | am applying for the position of chicf accountant, When | read the job
that it was an ideal match with

description in your ad on the New York Times on August | 2th, | felt

y career aspirations. | have always wanted to work for o Fartune $00 company such ns Global




Hew te Write a L ._ er

The art of writi 1 i 3
ng a letter takes practice, kl'lﬂ\'q'ing: aboift pro : W
E:LT::] ::;l;ds thﬂ;lhuughm and feelings which are assoc n&d ﬁ'ﬂ?ﬁ mﬂwl-:;;t:;?u
. can be difficult, as there are mulliple 1y i . '
- i pes of letters which can wri ;
avoid the time thap jt may take tol learn to write each one of these letters, if you at:: ':I:'::t

| i : g
carn o write a basic letter, that will help you to create letters for a Vatiety of Setasidng

Parts of the Letters

Your address

At the top of your lettet, you wi
i r, you will put vour o L
theif reply to, Y put your address, so the reader will know where to send

Date

Egll];hu date on which the letter was written in the format Month Day Year i.e. June, 15,

Inside Address

The inside address is only required for a business letter and will include the address of the
PErson you are wriling to along with the name of the recipient, their title and company
name. If you are not sure who the letier should be addressed to either leave it blank or try
o put in a ttle, i.e. "Director of Human Resources"

The Greeting
The greeting will address the individual that the letter is being sent to. This is usually

completed in the form of "Dear Anne"” or "Hey Anne”. lor less lormal letiers.

The Introductory Paragraph

The first paragraph and will generally outline the purpose for the letier and the reason

Ny 1IE5UEs 1hal ane ouisial 'j;l'lj:l :Il-l':l 15 'II":.'_‘I.I. L

that the leltter 1s being «
this first paragraph, the summary ol the

el the lane (or LN Cniar
vill be displayed through the rest of the letter

an be [ound and U |
nh af the leller, the introductory paragraph, the

= QuLlinedd I (|

1al should be able 1o nol e tone ol the letter

The-Body

' ' I EX] paragraph and the individual can
e body -_l!'llLl_..l. Wikl EN !

the introduclory [
t | II e | -“-||.-|||. '::.I el InEs :I”'i_r_'l .|.!:l_ 111 COmes LD |:.|I.: I.'.‘HI:' il]'q.: l‘lu'l'd}' UI [IH-:
wiend their thhoughls and feellik : ] Sk
Ltter can be anywhere from multiple pages for personal letters, to one page or tWo pages
JELLCT welddl L aLLL ¥ WY L & L i K

- = ather tvoes of proposals
for most business letter and other types ol propo

1 St ividual will cl
3 - . 7 ' ' | §]
In the closing of the letter, the individua

have been mentioned. The closing of the letter comes i

<o the letter and finish any thoughts that
1 various Torms from yours truly,
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. &;ﬁrﬁ’ng iy cm,n

[ spaced with a skipped line betseen
3 _j'.'f' F ﬁﬂd}" and IthE ﬂlﬂﬂigz.d & h‘ ] mnh Fﬁ:ﬂgmph. ¥
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Closing
LFt-s the reader know that
Sincerely yours, Thank
closing and only the

you are finished with your letter; usually ends with Sincerely,

o
ﬂrs:: ‘:n:dﬂd 50 on. Npte that there is a comma after the end of the
In the closing is capitalized. |

Signature

Your signature wil| go

a line after your signat in this section, usually signed in black or blue ink with a pen. Skip

ure and the PS5,
|

If you w - ; T
111355.-1 1:'_”; E"J add “':'}'”"“E additional to the letter you write a P.S. (post script) and the
£e after that. You can also add a P.P.S after that and a P.P.P.S. after that and so on.

#Sample Friendly Letter

506 Country Lanc
Morl Baysville, CA 53280
July Vi, 3007

Diear Susan, It feels like such a long time since the last time | saw you. | know
it's only been several weeks since [ saw you. So far my summer has been great!

|
| spend my all my weekends at the beach. | am geiling a nice tan and you can no longer say | om

paler than you. | have been playing lot ol vollexball, surfing and building a nice collection of sea

shells, Just this past weekend | took second place 1 gndeasile building contest

Oin the weekdavs | work. | drive an icc cream I wovund and sell ice cream to the kids, Itis so
cool, It is o combination of the Dwo Lhing ave Mmios ¢ cream and kids. The pay isn't too great but |

love the job so much

rs been poing w y hatre Iy a month and o half left in summes

| hope the sumime :
ome time to before school

vacation and after that i
srars?

o ot e el
Y Our fren,

Niprrrafir

p.5. John Austin says hi

e L
it A

Cover Letter Writing

What is a cover letter? : | A [
A cover letter is a brief one_page letler sent along with the resume 10 [J-{‘lh.:ilh..].! cmployers.
The purpose of the cover letter is to present yoursell o potential employers and 1o lel
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' that are farailiar with one another, to a traditiona) sincerely which js
s

tation of the Letter | \
sentation of the letter can be d-written for less formal letters that are addressed
. lly thank-you letters. In the case that you have

erids and family members, especi : :
handwriting, you may want 1o/consider typing the letter in these cases, althoug

quette dictates against this type of behavior.
|

L]
Formal letters which are written on behall of businesses 1o or professional contacts
should/remain typewritten and grammiticnl and spelling error free, These types of letters
be legible and professional and |therefore Lyping the letter is one of the most
effective ways to ensure that the letter demonstrates o professional appearance through
the entire course of the letter, thereby creating a posilive impression on the recipient of
the lemter. :

As well as outward presentation, it is important to determine the tone whi
wrniten in the letter, including a professional tone or a tone that will b

or family members in a mare informal setting. The tone should

greeting of the letter, into the introductory paragraph. throughout

letter and even into the elosing statement and closing greeting of i

the letter once it has besn completed to ensure that the ton

can be adjusted based gn the language which is used (hr

greetings (familiar as opposed to formal).

Letter Writing Tips

* Always proofread your letter after wriling it, check lor sentence s
spelling mistakes. ..

* Proofread your letter again (and again) afier you hove revised it

e Keep the recipient in mind, and write in g way 1hal he/she can easily understand the
letier.

* Don't use abbreviated dates, i.e. use November 19, 2004, and not 11
e Be respectful when you write, even if you are writing a letter of complaint

19/04

Business letter writing tips

» Be concise and keep to the point, but don't leave out any important information

= Try 10 keep your letter short enough 50 that it fits on one pape

e Ifydur letter is more than a page lor B+ usc another page, don't use the back of the page.
¢ If yau have access to company (or personal) stationnry with a letterhead on it, use that
instead of regular paper,




765 Berliner Plaza
Industrial Point, CA 68534
Dear Ms Johnson:
R
It has come to m}'}iitt-‘r lﬁ.

ion that
for the past three monpths, your company, The Cooking Store has been late with payin -
o

In arder 1o
. ENcouTage our custo
m :

discount model where we'l ers to pay for their invoices before the due date, we have i

Ve | give you 2% off your invoice if you pay us within 10 days of ro

| hope that everyihing i : |
verything is going well for you and your company, Y ou !r._- one of our biggest i,

WE Zppreci ! e .
ppreciate your business. 11 you have any questions, you can feel

free 1o contact me at (555) 555-5535. |
Sincercly, l

Signature i }

Bob Mowers
Accounis Receivahle

Friendly Letter Writing

Purpose of a Friendly Letter

A friendly letter (or informal letter) is 2 way ol communicating between tWo peoph
(sometimes more) who are usually w ell acquainted. There are many Wses and reasoas for
wriling a fricndly letter, bul usually friendly letters will consist of topics on a personal
level. Friendly letters can either be printed or hand-wrilten

Friendly Letter Wriling

The friendly letler 15 typically less formal than that of a business letter, Usually the first
paragraph of the body will consist ol an introduction which will give the recipient an idea
about you're writing to them with a short summary of the main lopie of your letter. 1f you
don't know the person you are writing lo, you may wanl 1o ntroduce yourself in this

introductory paragraph as well

The next few paragraphs will usually consist ol the messape youl want to get across a.0ng
with any details you may wanl lo convey '

The last paragraph will usually be the conclusion where you wrap everything up. You can
sum up your main idea in this paragraph, thank the recipient for their time, wish the
recipient well, and/or ask any queslions.

N |
Since friendly letters are less formal, you can [eel lreg 10 wrile it however you like, bu
the above format is fairly common.




