A Letter Layout


	British
	Formal letter
	American

	1. Your address:

House number, then road

Town

County

Post code

(Do not put your name here).

2. Date:

24 October 2011

24 Oct. 11

24/10/11 or 24.10.11

3. The name and address you are writing to

4. Salutation
a) if you do not know their name:

Dear Sir or Madam,

(- if you are unsure of their sex)

Dear Sir, (if male)

Dear Madam, (if female)

b) if you know their name:

Dear Mr X, Dear Mrs X,

Dear Miss X, Dear Ms X.

5. Body of the letter

Capitalize the first word.

6. Closing phrase
a) Yours faithfully,

b) Yours sincerely,

7. Your signature

8. Your name printed

9. Enc.:…
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	State

Zip code

October 24, 2011

Oct. 24 11

10/24/11 or 10.24.11

Dear Sir or Madam:

Dear Sir:

Dear Madam:

Dear Mr X:

Yours truly,

Sincerely yours,

Sincerely,


	British
	Informal letter
	American

	1. Your address: 
as above

2. Date: as above

3. no addressee’s address

4. Dear (+ first name),

5. Body of the letter

Capitalize the first word.

6. Yours, or Love,

7. Your first name.
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