
HOW TO WRITE A TWO PAGE BUSINESS LETTER

Dixie is sure you have had at least a few instances in your career when you needed to write a multiple page business
letter or two. Contract letters, legal findings.

In addition, there should be a space between the date, address, salutation, and each paragraph. Place a header
containing the recipient's name, date and page number on all subsequent pages one inch from page top. Begin
with the name of the addressee on the first line. To avoid any miscommunications, use straightforward,
concise language. Try to leave at least two lines on the first page if you must divide a paragraph between
pages. A call to action is a passage that compels your reader to do something. If you are unable to create a
letterhead in the header section, you have two options. If they are located outside the United States, include the
country name after the city. Understand your reader well enough to anticipate how he or she will react when
reading your letter. The first line is the date formatted by spelling the month out with the day and year
following, for example, May 10,  Now that you've learned the secrets of writing an effective business letter,
you're ready to start composing. And even in writing not so long letters there are cases when a letter can be
squeezed on a single page but it would mean forsaking margins, formatting and white space that the eyes need
to discern the writing easily. And the standard multiple page letter formatting is certainly a remnant from those
times. The header of the second page should state the page number centered. Salutation The salutation you
will use depends on the title of your addressee, your familiarity with them, and also the context of the letter.
Select the type you want to emphasize, then click the Highlight button. Be persuasive: Establish a positive
relationship with your reader right away. Be sure to have enough text to justify a second page. Double check
our business letter sample to make sure yours is perfect. One may simply put the page number at the
top-center of the page, while others may list the addressee at the top-left, the page number at the top-center
and the date on the top-right. Not long ago experts recommended using paper clips or nothing instead of
staples. As already noted, the first page is the only place that should have a letterhead with the sender's full
name and address. You do not number the first page because it contains either your business's letterhead or
your contact details. Include "Mr. CC: print Business Letters on corporate letterhead stationery Use a
professional tone: Save casual, chatty language for email - your printed business letter should be friendly but
more professional. However, you can use other sans-serif fonts such as Helvetica, Arial, Courier, or Geneva,
also at size  Furthermore, there if there is no signature at the bottom of the first page, then it is quite obvious to
the reader that the page is not the end of the letter. Skip a line for the salutation that is followed by a colon, for
example "Dear Ms. This convention, however, is slowly changing as companies try to save paper. There is
indentation for most business letters, and you should align your typing to the left. Proofread your letter: All
your careful crafting and printing can't cover up spelling or punctuation errors, which leave a lasting negative
impression. Written by the Resume Genius Team The Resume Genius Team is made up of a tight-knit crew of
dedicated career coaches, hiring managers, and staff writers who are passionate about providing the best, most
up-to-date career advice possible and helping job Conclusion Knowing how to write a business letter is a
fundamental skill for your professional life. Step 2: Beneath their name, write their current title. Contact Us.
Stapling Pages Together There is no clear convention regarding the stapling of multiple pages.


