Basic Business Letter Model (Block Format)

Mrs. Clara Winters --------Return Address
12187 S. Polo Dr.
Fairfax, VA 22030

May 26, 2011 -------- Date
Mr. Michael Jameson-------- Inside Address
The Tiny Tots Toy Company 
15456 Pyramid Way 
College Park, FL 33133
Dear Mr. Jameson: -------- Salutation (followed by a colon)



I recently purchased one of your Tiny Tents (Model # 47485) for my three-year old.  Unfortunately, after viewing the components that came with the product, I discovered that four of the parts were missing. Also, the instructions that came with the tent are incomplete. Both of these situations have resulted in the tent remaining unassembled and unacceptable as a toy for my daughter. 
I am writing to request replacements for the missing parts, and a copy of the full set of assembly directions for the model I purchased. If reasonable arrangements are not made within ten business days, I will return the tent to the store I purchased it from and expect a full refund. To assist you in processing my request, I am including a copy of my sales receipt and a list of the missing parts.
I have purchased other toys manufactured by your company in the past, and have always been impressed with the quality and selection Tiny Tots has made available to its customers. I sincerely hope this is a one-time incident, and that any future purchases I make will live up to the standard my family has come to expect from your company.

Sincerely,-------- Closing (followed by a comma)

Mrs. Julia Alvarado --------Signature 
Mrs. Julia Alvarado -------- Your Full Name (typed)
Parts of a Business Letter 
Return/Sender’s Address: Including the address of the sender is optional. If you choose to include it, place the address above the date. Include only the street address, city and zip code. Another option is to include the sender's address directly after the closing signature
Date: The date line is used to indicate the date the letter was written or finished. 
Inside Address: The inside address is the recipient's address. It is always best to write to a specific individual at the firm to which you are writing. If you do not have the person's name, do some research by calling the company or speaking with employees from the company. Include a personal title such as Ms., Mrs., Mr., or Dr. If there is a possibility that the person to whom you are writing is a Dr. or has some other title, use that title. The inside address begins one inch below the date. 
Greeting/Salutation: Use the same name as the inside address, including the personal title. If you know the person and typically address them by their first name, it is acceptable to use only the first name in the salutation (for example: Dear Lucy:). In all other cases, however, use the personal title and full name followed by a colon. Leave one line blank after the salutation. If you don't know a reader's gender, use a nonsexist salutation, such as "To Whom it May Concern." 

Body: For block and modified block formats, single space and left justify each paragraph within the body of the letter. Leave a blank line between each paragraph. When writing a business letter, be careful to remember that conciseness is very important. In the first paragraph, consider a friendly opening and then a statement of the main point. The next paragraph should begin justifying the importance of the main point. In the next few paragraphs, continue justification with background information and supporting details. The closing paragraph should restate the purpose of the letter and, in some cases, request some type of action. 

Closing: The closing begins one line after the last body paragraph. Capitalize the first word only (for example: Thank you) and leave four lines between the closing and the sender's name for a signature. 
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