Personal Business Letter Format

Essentially, a personal business letter is formatted similar to the way that other business letters are formatted – but without a letterhead – in about eight parts:

1. Your full mailing address (without your name) along the left margin.


2. The date on the left. Leave a bit of space below the date for neatness. If you're typing the letter, hit the enter button four times.


3. The addressee's name, title and mailing address on the left, followed by a double space if typed.


4. Salutation (example: Dear Mr. Biz Ness). If you don't know the name of the person you're addressing, write a general salutation such as "Dear sir or madam" followed by a double space.


5. Body of the letter (the "meat" or important details and the reason you're writing the letter), where you introduce yourself and tell the reader why you're contacting him or what information you're requesting. Double space between paragraphs and at the end.


6. A complimentary close, such as "Thank you" or "Sincerely" along the left margin, followed by four blank spaces.


7. Your full name along the left margin. Sign your name within the blank space between the complimentary close and your printed name whether you're typing the letter or composing the letter by hand.



8. If you're adding any supporting materials to the letter, write "enclosures" below your name and, if you like, list what they are, such as "documents." 

Try to center the complete letter between the top and bottom of the page for a neat, professional appearance.

Personal Business Letter Example

When you write a personal business letter, remember to maintain a polite tone, be precise and get your point across in as few words as possible:

Dear Ms. Entre Preneur,

I recently purchased a Meep-Meep scooter, which was supposed to include a complimentary helmet as advertised on your website. The scooter arrived on the specified delivery date of May 14th but without the helmet.

Please send me the helmet as soon as possible – I'm excited to start riding!

(Your signature)

(Your full name)

Enclosure (1 copy of delivery receipt)

