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Chapter 1

lesso.n1

How to Waritea Lettelj

The ant of wrifing a letteytakes practice, knowledge about proper form
and the ability to put into words your feelings, thoughts, and/or ideas. If
you learm the basic parts @f a lettei, it will help you to create letters for a
variety of® occasions.

Parts of the Letteys

Your adalress
At the top @1 s letter, you will put your address, so the reader will know
where to sead thgir reply to.

Date
Put the date on which the letter was written in the format Month Day Year
i.e. June 15, 2009,

Inside Address

The insi de address is only required for a business letter and will
include the address of the person youw are writing to along with the name
of the recipieent, their title and company name. If you are not sure who the



