Sample Business Letter


Jane Schmoe

555 Main Street #2

Plainfield, N.Y. 99999


Susan Redcross

Director of Human Resources

National Association of Nursing

123 Medicine Drive

Miami, FL 12345


February 15, 2007


Dear Ms. Redcross,

In our Business Etiquette Course, we are researching careers. I am very interested in nursing careers and would like more information about the profession. Please send me any information you have available to the above address.

Thank you in advance for your attention to this request.

Sincerely,


Jane Schmoe

YOUR name and address





Address of the organization. Get this approved with me before actually writing. When at all possible find out the name of the individual you are writing.





Today’s Date





Leave some space between the closing and your typed name so that you able to sign the letter.





The person to whom you are writing. If the name is unknown then you may address it: “To Whom It May Concern”





Use a business font such as Times New Roman, Arial or Tahoma size 12 or 14. 


Do a spell sheck but also read over your letter for grammar errors and sentence structure.


Print two copies-one to mail and one for your portfolio.








