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INTRODUCTION:
UNDERSTANDING
THE STRUCTURE
OF A
PROFESSIONAL
BUSINESS LETTER

In  today’s  fast-paced
digital world, email and
instant  messaging
have become the norm
f o r  d a i l y
c o m m u n i c a t i o n .
However,  the  formal
business letter remains
an  essential  tool  for
p r o f e s s i o n a l
c o r r e s p o n d e n c e .
W h e t h e r  y o u  a r e
sending a cover letter,

a  c o m p l a i n t ,  a
proposal,  or  a  thank-
you note, knowing how
to list the parts of a
business  letter  is
crucial  for  making  a
strong  impression.  A
well-structured  letter
c o n v e y s
p r o f e s s i o n a l i s m ,
clarity, and respect for
the  recipient.  This
article  will  guide  you
t h r o u g h  e v e r y
c o m p o n e n t  o f  a
standard  business
letter,  explaining  its
purpose and providing
examples  to  help  you
write effectively.
When  you  l ist  the
parts  of  a  business
l e t t e r ,  y o u  a r e
essentially  mapping
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out  the  skeleton  of
formal communication.
Each  element  plays  a
specific  role,  from
estab l ish ing  your
identity  to  delivering
your  message  and
prompting  action.  By
understanding  these
parts,  you can ensure
y o u r  l e t t e r s  a r e
complete,  logical,  and
persuasive.  Whether
you  are  a  student,  a
j o b  s e e k e r ,  o r  a
seasoned  professional,
mastering  this  format
wi l l  enhance  your
business writing skills.

THE ESSENTIAL
COMPONENTS OF
A BUSINESS
LETTER

B e l o w  i s  a
c o m p r e h e n s i v e
breakdown  o f  the
standard parts found in
most  formal  business
letters. We will explore
each section in detail,
following  the  typical

order  in  which  they
appear. Note that while
variations  exist  (such
a s  b l o c k  f o r m a t ,
modified  block,  or
semi-block),  the  core
e lements  r ema in
consistent.

1.
Sender’s
Address
(Letterhe
ad)
The first element when
you list the parts of
a  business  letter  is
the  sender’s  address.
Often  referred  to  as
the  letterhead,  this
inc ludes  your  fu l l
name,  company name
(if  applicable),  street
address, city, state, zip
code,  and  sometimes
your  phone  number
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and  email  address.  In
many  companies,  a
pre-printed  letterhead
is  used.  I f  you  are
writing on plain paper,
include this information
at the top left or right
corner,  depending  on
the format you choose.
Example:

Johnathan Doe
123 Business
Lane
Suite 400
New York, NY
10001
john.doe@email.
com
(555) 123-4567

Including your address
helps  the  recipient
know  who  is  writing
and  where  to  send  a
reply.  I t  a lso  adds
credibi l i ty  to  your
correspondence.

2. Date
Directly  below  the
sender’s  address,  you
should include the date
the  letter  is  written.
The  date  is  a  critical
element when you list
t h e  p a r t s  o f  a
bus iness  le t ter
because  it  provides  a
timestamp  for  record-
keeping  and  legal
purposes.  Write  the
date in a formal style,
such  as  “March  15,
2025”  or  “15  March
2025”.  Do  not  use
abbreviations.
Tip:  Always place the
date  on  its  own  line,
usually  left-aligned  in
block  format.  This
helps establish a clear
t i m e l i n e  f o r  t h e
communication.

3.
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Recipient’
s Address
(Inside

Address)
The  inside  address  is
the name and address
o f  t h e  p e r s o n  o r
organization  you  are
writing  to.  It  typically
appears  two  l ines
below  the  date.  This
part ensures the letter
reaches  the  correct
i n d i v i d u a l  a n d
department.  Include
the  recipient’s  full
name,  title,  company
name, and full mailing
address.
Example:

Ms. Jane Smith
Human
Resources
Manager
GlobalCorp Inc.

456 Corporate
Drive
Chicago, IL
60611

Us ing  the  cor rec t
i n s i d e  a d d r e s s
demonstrates attention
to  detail  and  respect
for the recipient.

4.
Salutatio
n
(Greeting
)
The  salutation  is  the
greeting that opens the
letter.  When  you  list
t h e  p a r t s  o f  a
business  letter,  the
salutation  typically
begins  with  “Dear”
f o l l o w e d  b y  t h e
recipient’s title and last
name, and then a colon
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(not  a  comma).  For
example:  “Dear  Mr.
Johnson:” or “Dear Dr.
Lee:”.  If  you  do  not
know  the  recipient’s
name,  you  may  use
“Dear  Sir  or  Madam:”
or  “To  Whom  It  May
Concern:”. However, it
is always better to find
a  specific  name  if
possible.
Note:  Avoid  overly
casual  greetings  like
“H i”  o r  “He l lo”  in
formal business letters.

5. Subject
Line
(Optional
but
Recomm

ended)
Whi l e  no t  a lways
required, a subject line
i s  a  v a l u a b l e
component. It  appears
two  lines  below  the
salutation,  often  in
bold  or  all  caps.  The
subject  line  briefly
s u m m a r i z e s  t h e
purpose  of  the  letter.
For  ins tance:  RE:
App l i ca t ion  fo r
Marketing  Manager
Position  or  Subject:
Invo ice  #12345
O v e r p a y m e n t .
Including a subject line
helps  the  recipient
qu ick ly  grasp  the
letter’s focus and file it
appropriately.
When  you  l ist  the
parts  of  a  business
letter, the subject line
can  be  considered  an
optional  but  highly
useful  element  for
c l a r i t y  a n d
organization.
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6. Body
of the
Letter
The body is the core of
y o u r  m e s s a g e .  I t
usually  consists  of
t h r e e  p a r t s :  a n
i n t r o d u c t o r y
paragraph,  one  or
m o r e  s u p p o r t i n g
paragraphs,  and  a
concluding  paragraph.
The  body  should  be
clear,  concise,  and
professional. Use short
paragraphs  and  bullet
points  if  needed  for
r e a d a b i l i t y ,  b u t
maintain a formal tone.
Here is a breakdown:

Introduction:
State the
purpose of the
letter
immediately. For
example, “I am
writing to

express my
interest in the
position of…”
Supporting
details: Provide
relevant
information,
facts, or
arguments. Use
logical flow and
transition words.
Conclusion:
Summarize your
main point and
specify any
desired action.
For example, “I
look forward to
your response by
April 1.”

The body is where you
fully communicate your
intent.  When  you  list
t h e  p a r t s  o f  a
business  letter ,
remember  that  the
b o d y  m u s t  b e
o r g a n i z e d  a n d
persuasive.
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7.
Complim
entary

Close
The  complimentary
c lose  is  the  pol i te
ending  of  your  letter.
Common  c los ings
include  “Sincerely,”
“Yours  truly,”  “Best
r e g a r d s , ”  o r
“ R e s p e c t f u l l y . ”
Capitalize only the first
word and follow it with
a comma. Place it one
l ine  below  the  last
paragraph of the body.
Example:
Respectfully,
Choose  a  closing  that
matches  the  tone  of
your  letter.  For  highly
formal  letters,  “Yours
f a i t h f u l l y ”  i s
appropriate if you used

“Dear Sir/Madam.” For
l e t t e r s  t o  k n o w n
recipients,  “Sincerely”
i s  s a f e  a n d
professional.

8.
Signature
Block
A f t e r  t h e
complimentary  close,
leave about four blank
lines (for a handwritten
signature)  and  then
type  your  full  name.
Below  your  name,
include  your  job  title
and company name (if
applicable).  This  is
called  the  signature
block.  It  is  a  crucial
part when you list the
parts  of  a  business
letter  because  i t
authent icates  the
document.
Example:
[ L e a v e  s p a c e  f o r



8

8 List The Parts Of A Business Letter2024-04-17

signature]
Johnathan Doe
Marketing Director
XYZ Corporation
If you are sending the
letter  via  email,  you
may  st i l l  include  a
typed  signature  with
contact  details.

9.
Enclosure
Notation
(If
Applicabl
e)
If  you  are  including
additional  documents
with the letter (such as
a resume, brochure, or
invoice),  you  should
indicate this below the
signature  block.  Use

“Enclosure”  or  “Encl.”
f o l l o w e d  b y  t h e
number  or  type  of
d o c u m e n t s .  F o r
example:  “Enclosures:
Resume and Portfolio”
o r  “ E n c l :  2 ”  T h i s
informs the recipient to
check for attachments.

10. Copy
Notation
(CC)
When you send copies
of  the  letter  to  other
p e o p l e ,  u s e  “ c c ”
(carbon copy) followed
by the names of those
recipients.  Place  this
below  the  enclosure
notation. For example:
“cc:  Jane Smith,  Legal
Department.”  This  is
common  in  business
correspondence  to
keep  stakeholders
informed.  When  you
list  the  parts  of  a
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business  letter,  the
copy  notation  ensures
transparency.

11.
Postscript
(P.S.) –
Rarely
Used
A  postscr ip t  i s  an
afterthought  added  at
the  very  end  of  the
l e t t e r .  I n  f o r m a l
business letters, a P.S.
is  rarely  appropriate
because  it  can  make
t h e  l e t t e r  s e e m
disorganized. However,
in some sales letters or
less  formal  business
contexts, a P.S. can be
used  to  emphasize  a
k e y  p o i n t .  U s e  i t
sparingly  and  only  if
necessary.

FORMATTING AND
LAYOUT BEST
PRACTICES

Knowing  how  to  list
t h e  p a r t s  o f  a
business  letter  is
only  half  the  battle;
proper  formatting  is
equally  important.
Most  business  letters
use  block  format ,
where all elements are
left-aligned,  single-
s p a c e d  w i t h i n
p a r a g r a p h s ,  a n d
d o u b l e - s p a c e d
between  sections.
A n o t h e r  c o m m o n
format  is  modified
block, where the date
a n d  c l o s i n g  a r e
centered  or  r ight-
aligned.  Whichever
format  you  choose,
consistency  is  key.

Margins: Use 1-
inch margins on
all sides.
Font: Use a
professional font
like Times New
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Roman, Arial, or
Calibri, size 10 to
12 points.
Spacing: Single
space the body
and double
space between
paragraphs.
Paper: Use
quality white
paper for printed
letters.

These  gu ide l ines
ensure  your  letter  is
e a s y  t o  r e a d  a n d
visually  appealing.

COMMON
MISTAKES TO
AVOID

E v e n  w h e n  y o u
correct ly  l ist  the
parts  of  a  business
letter,  mistakes  can
u n d e r m i n e  y o u r
professionalism.  Here
are  pitfalls  to  avoid:

Omitting
contact
information:
Always include

your full address
and contact
details.
Using informal
language: Avoid
slang, jargon, or
overly casual
phrases.
Forgetting the
date: A letter
without a date
lacks context.
Poor grammar
or spelling:
Proofread
carefully; typos
damage
credibility.
Incorrect
salutation:
Verify the
recipient’s name
and title.
Overly long
paragraphs:
Keep paragraphs
focused and
concise.

SAMPLE BUSINESS
LETTER WITH ALL
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PARTS

To  help  you  visualize
the structure, here is a
simple  example  that
includes  all  the  major
components  we  have
discussed.  This  is  a
fictional  letter
requesting  a  meeting.
Johnathan Doe
123 Business Lane
New York, NY 10001
March 15, 2025
Ms. Jane Smith
Human  Resources
Manager
GlobalCorp Inc.
456 Corporate Drive
Chicago, IL 60611
Dear Ms. Smith:
RE:  Request  for
I n f o r m a t i o n a l
Interview
I am writing to request
a  brief  informational
interview  regarding
career opportunities in
y o u r  m a r k e t i n g
department.  I  have
b e e n  f o l l o w i n g

G l o b a l C o r p ’ s
innovative  campaigns
a n d  b e l i e v e  m y
background  in  digital
strategy  could  bring
value  to  your  team.
I am available for a 20-
minute  phone  call  or
video meeting at your
convenience. Please let
me know if you would
like to see my portfolio
or resume prior to our
conversation.
T h a n k  y o u  f o r
c o n s i d e r i n g  m y
request. I look forward
to  the  possibility  of
speaking  with  you.
Sincerely,
[Signature]
Johnathan Doe
Marketing Director
XYZ Corporation
Encl: Resume
cc:  Sarah  Johnson,
Talent  Acquisit ion

CONCLUSION

Understanding  how  to
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list  the  parts  of  a
business  letter  is  a
foundational  skill  for
anyone  engaged  in
p r o f e s s i o n a l
communication.  From
the sender’s address to
the copy notation, each
component  serves  a
distinct  purpose  and
contr ibutes  to  the
letter’s  effectiveness.
B y  f o l l o w i n g  t h e
structure  outlined  in
this  article—sender’s
address,  date,  inside
address,  salutation,

subject  l ine,  body,
closing,  s ignature
block,  and  optional
notations—you  can
ensure your letters are
complete, professional,
a n d  i m p a c t f u l .
Remember that clarity,
conc i seness ,  and
courtesy are the pillars
o f  good  bus i ness
writing. Practice writing
letters  with  these
components,  and  you
will  build  confidence
and  credibility  in  all
y o u r  f o r m a l
correspondence.


