5 Hill Street

Madison, Wisconsin 53700

March 15, 2005

Ms. Helen Jones

President

Jones, Jones & Jones

123 International Lane

Boston, Massachusetts 01234 

Dear Ms. Jones
:

Ah, business letter format-there are block formats, and indented  formats, and modified block formats . . . and who knows what others?  To simplify matters, I am demonstrating the block format on this page, one
 of the two most common formats.  For authoritative advice about all the variations, I recommend The Gregg Reference Manual, 9th ed. (New York: McGraw-Hill, 2001), a great reference tool for professional communications.  There seems to be no consensus about such fine points as whether to skip a line after your return address and before the date: some guidelines suggest that you do; others do not.  I like the look of the skipped lines, so let’s do that, just as this model does. 
When you use the block form to write a business letter, all the information is typed flush left, with one-inch margins all around.  Notice it is single-spaced also.  First provide your own address, then skip a line and provide the date, then skip one more line and provide the inside address of the party to whom the letter is addressed.  If you are using letterhead that already provides your address, do not retype that information; just begin with the date, but I am guessing that for this assignment, you do not have your own letterhead.  Therefore, for the model this letter provides.    For formal letters, avoid abbreviations where possible.  Skip another line before the salutation, which should be followed by a colon.  You will lose points if you put a comma after the salutation.  This is a formal letter-not a letter to a friend.  Thus, a colon is the proper punctuation.  See above in this model.  Then start writing the letter as illustrated here, with no indentations at the beginnings of paragraphs. You will have an introductory paragraph, two body paragraphs, and a closing paragraph. You will skip lines between paragraphs.  In the introductory paragraph, you should offer a little information to your reader.  You should offer a little information about yourself, and then you must certainly explain your relationship to the person seeking citizenship. You should be clear about your advice as to whether or not this character should be accepted or rejected into the new country of the United States.  This statement of affirmation or condemnation should be made clear by the stating of TWO DISTINCT TRAITS.  These traits will serve as your developing ideas and will be elaborated on in your body paragraphs.   

Each body paragraph should begin with a topic sentence that clearly states the MAIN IDEA (to affirm or to condemn the potential citizen) , and it should state your first DI (the first character trait).   You will then offer AT LEAST TWO specific examples from the book that support your stated reason to either reject the Dickens character to the U.S. or welcome him/her to the new country.  For example, if your general advice is to reject the potential citizen, one reason may be because the character is not trustworthy.  Therefore, one whole body paragraph will elaborate on this character’s suspicious nature using AT LEAST TWO specific examples from the story that highlight your untrustworthy claim.  You will skip a line after that body paragraph.  You will then do the same kind of elaboration in your second body paragraph, only this time, you will be focusing on a different reason to either accept or reject him (keep the same viewpoint so if the first paragraph explored why he/she should be rejected, this paragraph would offer another character trait as to why he/she would be rejected). Your examples, which will be ENTIRELY DIFFERENT from the previous body paragraph, will serve as evidence of a second stated trait (either a flaw or positive quality, depending on your advice).  You will skip a line after that paragraph too. 

After writing the two body paragraphs, you will write the closing paragraph.  Here you should reaffirm your main idea, which is your advice.  You should perhaps offer her some kind words of wisdom or gentle remarks that reaffirm your position. Look at my college recommendation model.  The writer often ends with a positive connection or warm regards for the reader.  After skipping a line 
after the closing paragraph, offer a closing remark, like sincerely, warmly, or fondly-something other than a simple “From.”  That closing remark should be followed by a comma.  Skip three blank lines; then sign the letter.  In modern times, people sign in the space between the closing remark and the typed named and title, as is shown in my college recommendation model.  However, since the first commercial typewriter was not available until well after the French Revolution, this letter would likely be handwritten.  Thus, you can just sign the letter under the closing.  For creative purposes, consider making the font of this letter look like writing.  It should be size 12 font.  However, if the script you choose is very hard to read, you may increase the font size.  Now doesn't that look professional?  By the way, your business letter length will be at least two pages long, just as this model is. 
Sincerely
,

Gustav Haflin
Teacher Extraordinaire

�This would be the Writer’s address.  Be creative but accurate. 


�The date-again text accurate


�This would be the address of the person to whom you are writing. Be creative .


�Salutation, followed by a colon


�The body part of the letter will be several paragraphs.  Skip a line between paragraphs.  No indentations


�Closing followed by a comma





