Business letter 

Sample format 

	Mary Chu Kit Ying
23/F 20-22 Tang Lung Street

Wan Chai
	(Heading - sender's name and address or letterhead)

	
	

	14 January 2008
	(Date - month named, not as a number)

	
	

	Professor C. N. Chang

President

Chu Hai College of Higher Education

Yi Lok Street

Tsuen Wan    
	(Reader’s address - receiver's name, position, organization, postal address)

	
	

	Dear Professor Chang
	(Salutation)

	
	

	Subject: or Re: (optional) 
	Requested price for product (Subject line)

	
	

	Opening of the letter.........................................................................................
............................................................................................................................
............................................................................................................................

	
	(Double line-space between paragraphs)

	
	

	Body of the letter with as many paragraphs as needed.................................
............................................................................................................................
............................................................................................................................
............................................................................................................................ 

Close of the letter ...........................................................................................
............................................................................................................................
............................................................................................................................
............................................................................................................................

	
	(Line space)

	
	

	Yours sincerely
	(Complimentary close/Closing phrase)

	
	

	Space for signature
	

	
	

	Mary Chu Kit Ying
	(Typed writer’s name)

	MCKY:cd
	(Reference initials/Identification)

	Encl 
	(Enclosure)

	cc:  Mr John Leung 
Ms Jane Adams
	(Carbon Copy)


PS                      (Postscript)
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