Goal: Write a Letter

Once you are comfortable with simple letters such as these, you are ready to move to the next step – writing letters which are longer and a bit more formal. These kinds of letters should be typed on the computer to give a more professional look. Here are some samples of longer, more formal letters.

Sample Personal Letter:

[image: image1.png]


[image: image2.png]



Your name and address


Date


Business address


Salutation


Body


Closing


Your name



Jane Doe

1000 A Street

Sacramento, CA 95814

February 13

Handy Supplies & Tools

876 Jefferson Avenue

Sacramento, CA 95845

To Whom it May Concern:

I visited your supply and tool store recently and was treated very well by your staff. I would like you to know that I will visit your store again because of my positive experience.

I also plan to tell my family and friends about the great service at your store. Please tell your team to keep up the good work!

Sincerely,

Jane Doe
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