CRITERIA FOR BUSINESS LETTERS

A.  FORMAT

· 1.  The heading consists of the address and date.

· 2.  The first line of the heading consists of the street address.

· 3.  The second line of the heading consists of the town, province, and postal code.

· 4.  The date is accurately noted with a comma between the day and the year.

· 5.  The inside address consists of the name and address of the person to whom you’re

      writing.

· 6.  The inside address is four lines (typed).
· 7.  The title (if used) follows the name and a comma separates the two. 
· 8.  The company name (if applicable) is the second line of the inside address.

· 9.  The street address is the third line and the town, province, and postal code is the

      fourth line.

· 10.  In the heading and inside address, the province is capitalized and abbreviated.

· 11.  In the heading and inside address, there is no comma between the town and province.

· 12.  A line is skipped between the inside address and the salutation.

· 13.  A colon is used following the salutation.

· 14.  A line is skipped between the salutation and the first body paragraph.

· 15.  Paragraphs are NOT indented.

· 16.  A line is skipped between each paragraph.

· 17.  A line is skipped between the last body paragraph and the closing.

· 18.  Only the first word in the closing is capitalized.

· 19.  The closing is followed by a comma.

· 20.  The signature appears directly below the closing.

· 21.  The signature is in ink.

· 22.  The appropriate name is signed – not your own name.

· 23.  Your typed or printed name follows the signature (4 lines after closing if typed).

· 24.  The block format has been used i.e. everything is left justified.

· 25.  The envelope is printed in capital letters.

· 26.  There is no punctuation on the envelope

· 27.  The return address is in the top left corner of the envelope.

· 28.  The return address consists of your name/, street address/, city or town, province, and    

              postal code.

· 29.  The mailing address is in the center of the envelope.

· 30.  The mailing address is the same as the inside address of the letter.

B.  CONTENT - BPDOG

31.  The first paragraph states any necessary BACKGROUND and the PURPOSE of the letter.

· Your name

· School (if needed)

· Who you represent (if needed)

· Your Request

32.   The second paragraph describes the DETAILS and OPERATIONS.  Check off if done.

· When, where, how, who, why, or what is/are explained.

· Facts, ( Examples, ( Reasons, and/or (details have been used to develop my purpose.

· Precise and detailed information is given.

· In my letter I want the addressee to __________________________________________.

33.  The third paragraph is a polite GOODWILL closing.

· Thank You

· Date of Reply (if needed)

· Contact Number or email (if needed)

34.   The tone is appropriate considering my relationship to the addressee.

· Requesting not demanding

· Does not offend the reader

· No slang 

C.  CONTENT MANAGEMENT – on paper

35.  My sentence lengths are varied.

36.  I have varied the beginnings of my sentences.

37.  I have checked for errors in spelling.

38.  I have checked for errors in punctuation, especially the use of commas.

39.  I have checked for errors in grammar – verb tense, pronoun reference, etc.

40.  My words are specific.  Three particularly precise words are  ___________________________

         _______________________________ and ______________________________________.

