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Letier 1
Business Letter: block style, standard plinctuation

Mir. Nelson Guttmann / I403ngStreet/SouﬂlBend,m46628/D&rM{
Guttmann:

q When you have a complaint about a product or a service, do you know how
to write a letfer that gets results? All too often, people write letters that
aggravae & problen rather than alleyiate it, They get so wound up in thei
anger or frustration that they do notexplam the problem or how they want. the
problem solved. Three simple steps will hielp you get action.

§ First, you need to clearly explain what the problem is, Be surs to provide
complete mﬁmnauon, bat keep:it “short and sweet.” Usiially one or two
sentences 1s enough, Next, you need to explainr what you have doie ifi’your
efforts to résolve the problem. Identify the steps you followed in the order in
which they happened. Include 4l pertinent facts bit feave out any unnec
information, If yoy have support documents, b sire to encloss them. Finally,
ex;:lmncleaﬂy what it is yo’uwantdm Be reasonable. Don’t ask for &
million dollags if the produot ¢ost $19.95.

' Writing a good complaiiit lettér is just one sample of the many kinds of

writing that are covered in our “Commimications for Today” course at the
Patker Jastitute, The enclosed brochure provides additional details. Don’t
waste another Jetter—sign up today. / Sincerely, / Margarét Tomahsalr, Director

BB © by Glencoe/McGraw.




Letier 2
Business Letter; modified:block style with indented paragraphs, standatd punciuatior
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Letter 3
Personal-Business Letter: block sfyle, standard punctuation

Use the current date and send the lefter by Federal Express.

629 Burns Drive, Apartwent D

- Milstadt, IL 62260

Dear Davids:

that I found, in wey archived, elass waterials.

* Do ot offer anyone a fruit frovwhich you have already takeisa bite.
Do not: blsw pour nose an Mﬂpﬂbﬂ{demm your haundkerchief

as if pearls or rubies hadidrépped. vist of your head; .

Do ot clea,your teeth. with your napkis o your fisger

Db not: stick v your tongup, rub hawds together, or, rommtfoué
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m&mﬁwwmw David, anﬁmg‘m

25: Let- we kaouir if youk. sed, hlp with findliing plar rﬁ’w
»%._._ of you sed hélp wich, finaliseing plans fu

L

ae & & 9

Syt

B I i e e S




MmMmHSwmH&H@Mﬁ&ﬁﬁwﬁlﬂmMﬂmmeHM&
mmmmexmmma

%Wwew@mgmmmmmgymmﬁuﬂmnwm&ﬁm&aHmm

. |E
B

g

Py ey e

j._jxar[‘meatlxxlEnciosum

cccptourapologyandthemdosedmﬂca ufa$200cretﬁttayonr

mmmmwm@mmmmamam
ciation for your understanding: Ymmayuse ﬂ;wbm m:dedngLaI-labre
gomﬁmanyofwmgi

mm;mmm&mfmmsﬂmw

&m a8 8

123
337
144

157

152

Qfaaaxsr~r: 60433»2133

& » -~

.Iovembe:o 15, —in, ' %

}uﬂu"a?ﬁw )r

. last inter _pat:.onal «emtes,t. held in 194
She kwe&nxmhmzon ap electriv typswriter at & spéed of o
149 net words a. miaute (mpenaé}zed}. ‘The-rgif Highest

]

—— i & e 0 § g : AR S R, g . s . csass
: Pr—— - . e . s e

.speedwasatta&nedbyam awho wor Ehié 1923 contest on 8"
2 mam;al typewritér at.‘\;:e raté 6F 14’ words ‘a mix:mté@ 1i0
;:““‘ﬁ*tﬁ», later claims have been madalto the ;1:15G§uzld 122
Champion ',l'{gist % the im;amm:;tmanf~ contestsd were discontinued 133
Qring Wor mrnanqﬂwmkmwledg havemnbeensta::ad—& 145
watae negamned,, 9 kS 4z
w@lmktomammmasmse&cha@imsm 181
sp_eed 182
£e : '
$incerely Yours 168
s Sonya: L. Morgan 169
_ Mctqr Educstion Division %
EN e o . it
’ R&CE 4¢ Busiess Letiers 19

BEE &#ﬁ'% BRe

AN




st

Letier 6 :
Business Letter: modified-block style with indented paragraphs, standazd purichuatior}

[Today's date} / Ms. Amatida Ngobene/ 35 ShmdaﬁCanrthtyanﬁFLz.‘MBQ

1 Dear Ms. Ngubene: / Y am sire you are eagerly anticipating your trip abroad,

which is only séven weeks away. According to mycheckhsi,ymsunmust
make preparations for. your vehicle:

To drive in.most foreign countries; yonneeda valid driver’s license and a
torist visa for the country you’ll be visiting; an international driving permit
also is commonly acoepted. An international driving permit will be useful to
you since you do niof speak the language of each ¢ountry in which you'll be
driving:

An international driving permiit @pplication is available through your local

Américan Automobile Asscéeiation, The AAA is the only domestic authorized

organization that can issue such 4 pefmit.
roManmmaﬁammvmgmgyonmdth@W
pmnfﬂmxycuhaveavahdchzwrsmmeﬁnmymé’m
You have planned an exciting, organized trip, Ms. Ngubene, Please let me -

~ know'if 1 ¢an assist you fusther to ensure js success, / Sincerely youss, /

© by Glencoe/McBraw-Hil

Philip Kilpatrick/ Travel Coordinator




Letter 7

‘Personal-Business Letter: modified-block style, standard punctusiior

{Current date] | Letters Editor / The Globe-Telégram /P.0. Box 1826/ -
Nashua, NH 03061-1826 / Dear:Sir or Madam: / Re; Food Irradiation / The
recent article:in the Foods section régarding the govermment’s plans to
iricréase the number of foods that will be freated With-irradiation was very
good. However, as usual there have been a number of letters wrifien 't the
newspaper aboiit the harmful effects of “radioactive” food. { Thefe is no fruth

wﬁfstatemms that radioactive material is left in the food after irradiation. A
coimparison could be made to-dental X-rays. When ah X-ray is taken, the jeeth

aré irradiated, but 1o radicactive material is left in the mouth. Ong’s teéth of

tongue are not radivactive. Nor is food radipactive after irradiz ,_'Qn.ﬁThe
thonght that the food is altered and chemicals created that can harm the'body
or cause cancer are equally ‘without merit. FDA scientists have stated that

ifradiation causes fewer changes than canming, broiling, or ordinary cooking; §

It has been proven thiit irradiation does cause 4 108 of vitamins—particularly
vitamins A, B, C, and beta carotene. However, regular cookifig also causes 2.
loss of those vitamins, I'am a nutritionist and I would rather eat irradiated
food than to eat or throw out a lot of non-irradiated food that has gowe bad, /
Siicerely; / Lois A, LeMorid, RN. / 108 Saraniac Diive / Nashua,: NH 03062-
1021
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' cvent,'i‘hzmsponsesﬁzommxdem mdmhmhavcbeensupeﬁahve'mdméstmmng
aremravisttﬂnsym Won’t you.and your students join us?

'TheacuﬂnsbmﬂﬁmnbepmhasedatamofﬂSfotaﬁacﬁ’vmcs,SmecyOummakc
copies for your stadents, you will not ueed 1o prirchase additional materials if yon participate
mMath&SmenceDaymfumW %smcexelywamwmakcthmpmgnmase'ost—eﬁec
A ﬁveas possible for sindents and A
AL

Fm»zv;;xy-}s students who purghase a$16m:ket.,wc will inclode oneﬁeaadnnssxmfor/\

: haperone. ,nmanfoodvaﬁmmhavebwmsopmmﬁﬁsm
'dgy, special Picnic in he Park pmviduiforimt.delm foodatagwﬁpn@‘f%f
mﬁﬂmhmcdwmﬁwludeihambmger zi&bidcgg. frui aiphgnd friit

drink-ot soft drink.

Park admission tickets and food tickets must be purchased in advay
your order form and additional inforipation within 2 wetk
-thmymlnstaskanyofﬁeiimwwplewho
* doti’t want to miss

T Lyt

Melinda O’Neal, Office MR%&
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" you statement, I shill be most gre &
s ences will be of g%atﬂ’ help to ’me _;_ ~ prsparing rgy paper.

‘search stndies to which you referred/go tbat. I e ;

Colorado Springs, Co 80918- 1123-.

 November A5, woie B « _m e

Ms Lorna K- Ryan, diz:ector

Placement Services, Inc o . i
-350 E. Colfax Ave. .. .

Degver, GO 80203 6285 ) = s
.Dear@ﬂyan u\ﬁz

"’i’édai)s mmes St:ar quot:es Yyou- sagang i racent talk that

"more workers fail as a rg{sult of personnel traiz:s t:han becauée

GF wedk Ak lechnical skillsls

x want to quote this statg_,meni: in & gap I am’ m:iting t.ztled

"Why begining workers fail,” ahd I would like to

igx ny,ﬁ’c’fe::ence l:.s::.

;'s-.

1 you m.ill semi me the res*earch Ae'renq'efs you iﬁxﬁéd"-to' sugport

"Smcarely murs IR : m\e )

Edward Ti Sanchez - i Tes s R S -




Name:

Date: Hour:

Rough Draft Notes and activities (Proofreaders’ Marks)

Please pay attention to these marks. They will be part of your FINAL EXAM!!!

Rough Draft Symbol

Action to do in text

Insert

Add space

Transpose

(flip order of words)

Delete

\/

Close up
(Bring words together)

Capitalize




Mr. John Doe
12345 Nineteen Mile Road
Clinton Township, Michigan 48038

Dear Mr. John Doe,

Body of letter........

Sincerely, (Respectfully)

Jason Youngblood
Chippewa Valley High School — Keyboarding Teacher

Personal Business Letters Format — Jason Youngblood — Hour 3





