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Business	multiple	person	how	to	address	a	letter	to	multiple	recipients	example

First	impressions	are	important	and	often	the	first	time	you	have	contact	with	someone	in	business	is	through	an	email	or	letter.	When	it	comes	to	business	letter	writing,	you	are	excorpprea5epected	to	start	with	an	appropriate	greeting	and	follow	certain	rules.		Most	people	know	to	end	a	letter	with	“sincerely”	or	“best	wishes,”	but	how	do	you	start
one?	Whether	you’re	sending	a	cover	letter	or	email	message,	it’s	crucial	to	get	it	right.	We	have	prepared	a	list	of	do’s,	don’ts,	tips,	and	tricks	used	by	professional	email	marketers,	CIOs,	and	office	workers.	So,	if	you	want	to	find	out	how	to	properly	write	and	address	a	professional	letter,	keep	reading	below.	5	Things	you	need	to	include	in	an
envelope		Want	to	ensure	that	your	letter	gets	to	the	right	person?	You	need	to	address	the	envelope	correctly.	There	are	several	standard	rules	to	follow,	especially	when	you	send	a	letter	to	a	big	company	with	various	departments.	Very	few	people	today	send	letters	in	envelopes;	however	business	correspondence	still	relies	on	it	and	it	can	be
important	if	you’re	applying	for	jobs.	If	you	want	your	letter	to	be	delivered	to	the	right	person	follow	these	steps:	Improve	faster	with	a	Preply	tutor	Learn	business	English	and	commit	to	your	own	professional	development.	Meet	Preply	tutors	If	you	don’t	have	a	preprinted	envelope,	on	the	first	line	put	your	name,	your	company’s	name,	street
address,	and	zip	code	in	the	upper	left	corner.	2.	Add	the	recipient’s	name	Print	it	at	the	top	line	of	the	address	block	centered	in	the	middle	of	the	envelope,	a	few	lines	below	your	information.	3.	Include	a	title	If	you	know	the	person’s	job	title,	write	it	on	the	second	line.	If	you	don’t	have	this	information,	put	the	name	of	the	department	instead.	4.
Add	the	company’s	name	In	the	next	line,	list	the	name	of	the	company	or	organization	where	the	person	works.	Without	this	information	on	the	envelope,	your	letter	may	not	be	delivered	to	the	correct	person.	5.	Use	the	exact	street	address	The	company’s	address	should	be	placed	in	a	single	line.	If	it’s	too	long,	write	the	address	in	two	different
lines	but	ensure	the	street	name	is	in	the	first	address	line,	and	remember	to	include	the	zip	code	too.	How	to	address	a	formal	letter	Formal	and	informal	letters	are	two	very	different	things.	If	someone	is	expecting	to	be	contacted	in	a	formal	way,	it’s	important	that	you	adhere	to	this.	Here	is	a	step-by-step	guide	that	will	help	you	master	the	art	of
official	correspondence	and	improve	your	writing	skills.	The	person	you’re	writing	to	must	know	who	you	are	and	how	to	respond	to	you,	so	don’t	forget	to	add	your	contact	info	including	your	full	name,	return	address,	zip	code,	and	phone	number	at	the	top	left-hand	side	of	the	page.	

This	is	extremely	important	because	you	don’t	want	to	lose	any	opportunity	of	hearing	back	from	the	person.	If	you	don’t	put	this	information	on	a	cover	letter,	for	example,		you	could	harm	your	chances	of	getting	your	dream	job	before	you’ve	even	started.	This	is	a	super	easy	step	but	an	important	one.	Check	your	calendar	and	add	the	date	just
below	your	contact	details.	This	will	serve	as	a	reminder	to	the	person	you’ve	written	to	and	let	them	know	they	need	to	reply	in	good	time.	Write	the	recipient’s	address	This	is	a	simple	but	still	crucial	detail.	Place	the	person’s	address	in	the	upper	left-hand	corner	of	the	letter,	a	few	lines	below	the	dateline.	Here	is	a	helpful	example	you	can	use	for
formatting	your	business	letter	properly:	Use	a	salutation	Whether	you’re	preparing	a	reference	letter	or	business	email,	formal	greetings	or	salutations	are	essential	for	all	types	of	both	online	and	offline	correspondence.	So,	let’s	have	a	look	at	some	do’s	and	don’ts	in	choosing	the	right	one.	Do	Choose	a	traditional	business	letter	greeting	for
example:	“Dear	Sir	or	Madam”	“Dear	Mr.	or	Mrs”	“Hello	[Name]”	(if	you	know	the	person)	“Hi	[Name]”	(if	you	know	the	person)	Although	the	salutation	“Dear”	sounds	too	formal	and	a	bit	old-fashioned	nowadays,	it’s	still	perfect	for	any	business	letter.	If	you	know	the	gender	of	your	recipient,	use	“Dear”	followed	by	a	person’s	title	(Mr.,	Ms.)	and
their	last	name:	If	you	know	only	a	full	name,	use	it	without	a	title.	For	example:	“Dear	Monica	Partridge,	…”	Don’t		Use	any	informal	greetings	like	“Hey!”,	or	“what’s	up”.	This	is	not	appropriate	for	a	formal	letter.	Also	avoid	the	term	“to	whom	it	may	concern”,	this	is	less	personal	that	“dear	sir	or	madam”.	How	do	you	address	a	letter	to	someone	you
don’t	know?	Your	recipient’s	full	name	may	not	be	available,	especially	if	you’ve	written	to	someone	who	works	in	an	organization	you	have	never	worked	with	before.	We	recommend	trying	to	do	a	bit	of	digging	to	try	and	find	the	appropriate	person’s	name.	It	will	mean	a	lot	more	to	them	if	you’ve	made	this	effort	and	can	address	them	properly.	You
can	always	call	the	company	and	request	this	information.	Another	practical	approach	is	to	search	online	via	Facebook	or	LinkedIn.	You	want	to	make	a	good	first	impression	after	all.	
Include	a	colon	or	comma	After	the	greeting,	make	sure	you	put	a	comma	or	colon.	For	example:	Some	people	think	that	a	comma	works	better	in	business	correspondence.	

Others	prefer	to	put	a	colon.	
It’s	a	personal	preference,	so	go	with	your	favorite	and	stick	to	it	so	all	letters	you	send	are	consistent.	There	are	many	different	ways	to	format	a	letter	depending	on	what	you’re	aiming	to	do.	But	when	it	comes	to	addressing	a	business	letter,	there	is	a	standard	way	of	doing	things.	Stick	to	the	format	we’ve	suggested	above	and	you	will	be	able	to
correspond	in	a	professional	way	and	build	strong	business	relationships.	If	you’re	interested	in	corporate	English	training	or	business	English	writing	courses,	to	learn	a	language	with	your	team,	discover	Preply	Business.	Next	article	Can	you	speak	English	or	another	foreign	language	fluently	and	want	it	to	become	a	part	of	your	work?	View	8
language	jobs	described	in	this	article	and	choose	one	that	fits	your	skills	and	expectations.	It	will	allow	practicing	your	second	language	daily.	Article	by		Al	Previous	article	The	telephone	remains	one	of	the	most	popular	methods	of	communication,	especially	when	discussing	any	business-related	issues.	

Click	here	to	find	out	some	helpful	tips	and	tricks	on	conducting	a	business	phone	call.	You	will	discover	how	to	answer	the	phone	professionally	and	talk	to	anyone	with	confidence.	Article	by		Al	Across	multiple	sectors,	letter-writing	is	still	common	in	professional	settings.	You	might	discover	that,	during	the	course	of	routine	business,	you	have	to
write	a	formal	letter	to	a	number	of	recipients.	Creating	letters	with	multiple	recipients	properly	is	essential	for	building	a	professional	reputation.	Continue	reading	to	find	out	how	to	format	a	business	letter	to	several	recipients.	We	will	give	you	step-by-step	directions,	useful	hints,	and	examples	on	which	you	can	base	your	business	correspondence.
One	address:	When	sending	a	letter	to	multiple	people	within	the	same	organization,	you	may	simply	list	the	full	names	of	each	recipient	on	separate	lines	before	including	the	single	address	at	the	bottom	of	your	header.	Examples	of	letters	addressed	to	multiple	people	Here	are	a	few	illustrations	of	effective	headers	and	salutations	that	address
numerous	recipients:	Example	1	An	illustration	of	a	letter	with	multiple	recipients	at	the	same	address	is	provided	below:	Mr.	James	Lockwood,	Ms.	Bella	Ramsey,	Mrs.	Department	of	Security,	Jenna	Larson,	Bloomfield	Cyber	International,	1234	West	Chester	Road,	Suite	300,	Miami,	Florida	44499	Dear	Mr.	James	Lockwood,	Ms.	Bella	Ramsey	and
Mrs.	Jenna	Larson:	Example	2:	Here	is	an	illustration	of	a	letter	sent	to	various	recipients	at	various	addresses:	Dr.	Mark	PearsonCC:	Dr.	Lilly	Jones,	Dr.	Richard	WeizCardiologyMitchell	General	Hospital1234	Medical	Dr.	,	Suite	25Rochester,	NY	33445.	Dear	Dr.	Mark	Pearson:CC:	Dr.	Lilly	Jones,	Dr.	Richard	Weiz:	Example	3:	An	illustration	of	a	letter
sent	to	many	people	at	the	same	address	is	shown	below:	Members	of	the	Admissions	BoardUniversity	of	Richfield	Admissions	Department1234	Learning	Lane,	Suite	900Richfield,	WI	55440	Dear	Members	of	the	Admissions	Board:	When	do	you	need	to	address	a	letter	to	multiple	people?	Use	the	following	advice	to	assist	you	in	addressing	a	letter	to
numerous	recipients:	1.	Decide	on	formatting	Choosing	whether	you	need	to	send	your	letter	to	multiple	addresses	and	how	to	format	your	header	is	the	first	step	in	addressing	a	letter	to	multiple	people.	For	instance,	you	only	need	to	list	the	address	once	at	the	bottom	of	your	header	if	you’re	writing	to	multiple	recipients	within	the	same
organization.	You	must	include	each	address	if	you	are	writing	to	people	in	various	organizations.	The	formatting	options	for	addressing	multiple	recipients	are:	Your	letter’s	header	can	be	written	in	the	upper-left	corner.	When	writing	the	names	of	your	recipients,	be	sure	to	include	any	formal	designations	or	job	titles,	and	make	sure	to	comma-
separate	each	recipient.	2.	Write	your	salutation	You	only	need	to	include	the	recipient’s	full	name,	their	job	title,	or	the	name	of	the	group	when	writing	to	one	person	or	a	single	recipient.	Using	a	comma	to	separate	each	recipient’s	full	name	and	job	title	when	writing	to	more	than	one	person	at	the	same	address	is	acceptable.	You	may	use	a
parenthesis	to	indicate	that	each	recipient	belongs	to	a	different	group,	department,	or	place	of	employment.	In	your	salutation,	you	can	also	add	a	second	“cc:”	for	recipients	at	different	addresses.	3.	
Check	for	accuracy	When	writing	to	multiple	recipients,	it’s	crucial	to	provide	accurate	information	so	that	the	right	people	receive	your	letters	and	they	are	addressed	properly.	Before	sending	your	letter,	make	sure	to	double-check	the	following	information	for	accuracy	and	correct	spelling:	Tips	for	addressing	letters	to	multiple	people	Here	are	a
few	more	pointers	to	help	you	effectively	address	a	letter	to	numerous	people:	Consider	formality	Consideration	should	be	given	to	the	formality	of	professional	correspondence.	You	might	be	able	to	use	less	formal	language	in	your	letter	if	you’re	writing	to	colleagues	with	whom	you’ve	built	a	rapport.	Keep	your	letter’s	tone	formal	and	businesslike	if
you’re	writing	to	new	acquaintances,	supervisors,	or	investors.	Address	individuals	in	a	salutation	If	there	are	fewer	than	eight	people	in	a	group	you	are	addressing	in	a	header,	such	as	a	board	or	committee,	think	about	addressing	each	person	specifically	in	your	salutation.	This	can	give	a	letter	addressed	to	a	large	group	a	sense	of	personal
connection	and	may	make	your	readers	feel	personally	acknowledged.	Match	your	envelope	with	your	header	It’s	crucial	that	your	header’s	formatting	corresponds	to	that	of	your	envelope’s	mailing	information.	To	maintain	your	correspondence’s	neatness,	professionalism,	and	consistency,	make	sure	the	information	is	the	same	in	both	places.	Mail
merge	Microsoft	Word	|	a	letter	for	multiple	recipients	FAQ	How	do	you	address	multiple	people	in	a	salutation?	Start	a	professional	letter	with	a	salutation	that	begins	“Dear,”	followed	by	each	recipient’s	full	name.	
For	example,	write	“Dear	Dr.	Nora	Woods	and	Dr.	Mark	Brooks”	instead	of	a	comma	at	the	conclusion.


