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Sample letter with enclosure and cc

Where to put enclosure and cc on a letter. Where does enclosure and cc go on a letter. Example of letter with cc and enclosure.

How to Format a Business Letter... How to Write Enclosures at the... How to Format for Block Letters How to Indicate Enclosures in a... Business Letter Abbreviations How to Cite an Attachment in a... Personal Business Letter Example How to Format a Two-Page Business...

—
FORT
AUTHORITY
L g
A By 10
MIFN A, BRODKS
Chairman of the eard
Jumc |1, 2004

Mr, Glenn A, Walsh
PO Box 1041
Pittsburgh, PA 15230- 1041

Lear Mr. Walsh:

Fegarding your letter of Junc 9, 2004, your request to speak to the Port Authorily
Fioard al ils meeting on Junc 25, 2004 is respectfully denied,

I!l:_ Port Anthority Board supports the position of Port Authority Chiel Excentive
Oflicer Paul Skoutelas as expressed in his letter to you of May |&, 2004. While we
apprecate Your concems, the Board considers this matier closed.
Thank you for vour understanding and cooperation,
Sincerely,
£ -
JOHN A, BROOKS
Chairman

¢t Members of the Pont Authority Board
Paul Skoutelas

345 Larth vt Twed Floar  Pgsburgh PA J5322-2507  Phane 412584 5408 o FEIFTTO e pavtouthanty, g

Letter Etiquette to Multiple Addressees How to Address Two People in a... How to End a Business Letter in...

How to End a Formal Thank You Letter How to End a Professional Letter... How to Address a Letter to Multiple... Attachment Vs. Enclosure for a... How to Write a Business Reply Letter Use letters to communicate outside your organization. Whereas the memorandum is the primary vehicle for communication within an organization, letters are often
used to communicate to individuals outside it, especially in formal and semiformal contexts. Letters are an essential part of all business and technical communication because they are more formal and reliable than electronic mail and more precise and permanent than telephone or face-to-face conversations. Types of Letters Like memoranda, letters
perform many functions in scientific and technical communication. The following are some of the most common types of letters written by people in technical fields. Job application letters Acceptance letters Transmittal letters Inquiry letters Technical-information letters Letters of recommendation Format of a Letter If your organization has a specific
style for business letters, follow that format. Otherwise, follow the guidelines provided here. Business letters are commonly either full-block formatted, with every line starting at the left margin and usually a business letterhead at the top of the page, or modified-block formatted, with the heading and the closing aligned at the center of the page.
Elements of a Letter Business letters have the following elements: Heading Date Recipient's address Salutation Body Closing End notations Heading If you are using letterhead stationery, include only the date two lines below the bottom of the letterhead.

Congress of the Wnited States
Wouse of Representatives
ashington, BE 205154314

January 23, 2012

M. Paul A. Mitchell
€0 Lake Union Mail
117 East Louisa St.
Scanle, WA 95102-3203

Spell out the name of month.

1 National Archives and Records
ey _Administration

T Pennsylvaria Avenue.
NW

Washington, DC 20-408-
a0t

January 9, 2001 NWCTB2102739%kv
Mr. Doug Halsema

St. Paul Catholic Church

3131 Hyde Park Blvd.

Pensacola, FL. 32503

Dear Mr. Halsema:

This is in
of the St. J

our Januiry 3, 2001, c-mail regarding the tenure of Roque Leonardy as keeper

ghthouse.

The National Archives is the repository of the non current records of agencies of the Federal
Government, Prior 1o the 20" Century, the Federal Government did not maintain personnel files of
Foi

Enclosure

NARA's web site is hitp:/wan nara gon

If you are not using letterhead stationery, begin with your full address (city, street, and zip code) 1 to 1% inches from the top of the page. Spell out address designations, such as Street, Avenue, and West. The state name may be abbreviated using the two-letter, all-capitals U.S. Postal Service designations. Include the date aligned at left with the
address, spelling out the name of the month. Recipient's Address Two to four lines below the date, place the following items: The recipient's title (such as Mr., Ms., or Dr.) and full name (address a woman who does not have a professional title as Ms. unless you know she prefers Miss or Mrs.; if the recipient does not have a title and you are unsure of
his or her gender, omit the title). The recipient's job title, if appropriate.
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o o COVER LETTER
i B S FORMAT SAMPLE

337 Main Sirel <your relurm addresss
Ty, M York 121080

June 25, 2008 <oale of feffers

M. Annn Jonas

Sanior Stall Recruler

EYZ Corporaton

123 Gih Auesnuss

Anptown, Cosnecteit 01023

Daar Ms. Jossi:

<INTRODUCTION:
Opening Paragraph: Use a calchy or clever opening slalement whie maintaining prolessionalism. Stale
e reason you S weiting. Name the peaition you ane applying tor, o the types of work you ans seeking
Edenliy [P 2000 oM which you lsanned of I opaning (Le., the CDC, RedHrwk Jobiink, a personal
contact, & company website on the inlermel, a professional joumal or newspaper). Stimulate interes! in
YOUF TSSLITS; Ol 00 307 @ (Has0n 1o fad onl

«=BO0Y=
Middle Paragraphis): Market yourssi? The purpose of this secion @ 1o strengthen your nesume by
Provicing Selaits which Brang your saperiencs 19 e, Use i “BAcround Summary” parsgrash 10
summanzs nelevant sducalonsapstiencs. i you are o reoent graduate. sxplain how pour acsdemic
sl RPCRL TN PPGRReS: YL b CPUBMIG CANCRIAlS BOF b DOSTION. YO My Ao include & “Vaki Seling™

pasagraph o demonstrate your abiity to add value and %o highight your streagths. For axample, i you
Peivd PraCtical work xparies, poind OUl how YOuUr Spacilic scharmants, Skils and unique qusScasions
will make you an assat io the organization. indicate why you are interestad in the position of the
SFQAREATon And sineda WiET you AN & b e, Fshee e rosde 10 your anckded maume which
SUMMarizes your qualifications, training and oxpamkencs.

<CLOSING
Closing Paragraph: Reques! a personal inbeniew and indicate your Sexibility a8 o the ime and place.
i OUT Phomss rumibar [Wih ANkE coon) and your &-mal SO0MES [ you Srbci It reguliety), T the
raader when you will call bs lalow-up  you are able b dosa. Thank tha resadar bor Eaking Lhe tme io
CONRI POLF SIS
Singinely, <ooRing
R JOUF R Rane
MY T, ADDECAI IV POUT R

Enciopune carnciisund oLalan.

The name of the company or institution, if appropriate. The full address, following the same format as for the address in the heading. The recipient's address is always aligned on the left margin. Salutation Place the salutation two lines below the recipient's address. The salutation begins with the word Dear, continues with the recipient's title and last
name, and ends with a colon. If you are unsure of the recipient's gender and the recipient does not have a professional title, omit the title and, instead, use both the first and the last names in the salutation (Dear Leslie Perelman:). If you do not know the name of the recipient of the letter, refer to the department you are writing to (Dear Technical
Support:). Avoid salutations such as Dear Sir or Madam:.

Body Start the letter two lines after the salutation. Body paragraphs should be single spaced with a double space between paragraphs. (Indenting the first line of each paragraph is acceptable but is more informal than the unindented style.) Be concise, direct, and considerate. State the letter's purpose in the opening paragraph. Include supporting
information in a middle paragraph or two, and conclude your letter with a brief paragraph that both establishes goodwill and expresses what needs to be done next. If a letter requires more than one page, make sure there are at least two lines of body text on the final page. Never use an entire page for just the closing. The second page and all
subsequent pages must include a heading with the recipient's name, the date, and the page number.

Closing Phrase Write a complimentary closing phrase two lines below the final body paragraph. Yours truly, Sincerely, or Sincerely yours are common endings for professional letters. Capitalize the first letter of the first word of your complimentary closing, and end the complimentary closing with a comma. Four lines below the closing phrase, write
your full name. If you are writing in an official capacity that is not included in the stationery's letterhead, write your title on the next line. Your signature goes above your typed name. End Notations At the bottom of the last page of a business letter, end notations may show who typed the letter, whether any materials are enclosed with the letter, and
who is receiving a copy of the letter. The typist's initials, in lowercase letters, follow the initials of the author, in capital letters, and a colon or a front-slash (LCP:ecb or LCP/ecb). An enclosure notation--Enclosure:, Encl., or Enc.--alerts the recipient that additional material (such as a résumé or a technical article) is included with the letter. You can
either identify the enclosure or indicate how many pieces there are.

Enclosure: Article by I. W. Waitz Encl. (2) Enc. (2) In addition to the enclosure notation, always refer to your enclosures explicitly within the text of the letter. A copy notation (cc:) lets the recipient of the letter know who else is receiving a copy.

Put each recipient of a copy on a separate line. cc: Dr. Maria Lopez Mr. William Astley ## Letters ## [ Home | Table of Contents | Writing Timeline | Index | Help | Credits] CC, which stands for "carbon copy", is a familiar phrase in email, but can also be used in business letters and legal documents. This can be especially useful for letters you want to
spend up a company or organizational chain, letting each recipient know exactly who else received the same document. * A lettere Addresses you are CCing Follow a proper letter format when you write your letter. This means full recipient name and address up top, etc. Under your signature, type "CC" and place two to four spaces between your
signature and the CC line. Now enter the names of everyone who will be CC'd on this letter. Now simply send letters to everyone in the CC list. Be sure to change the name and address at the top to reflect the person the letter is being sent to, and include their email address under their physical address is you have it.Be sure to do this for everyone of
the CC list. For more info, check out the video below from Howcast: All images via WonderHowTo Want to master Microsoft Excel and take your work-from-home job prospects to the next level? Jump-start your career with our Premium A-to-Z Microsoft Excel Training Bundle from the new Gadget Hacks Shop and get lifetime access to more than 40
hours of Basic to Advanced instruction on functions, formula, tools, and more.Buy Now (97% off) >Other worthwhile deals to check out:



