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Enc

The word Enc below the writer’s name shows that another document has been enclosed with the
letter.

Spacing in Letters

Generally, business letters are written without line or paragraph spacing. Enter is pressed to create
blank lines between the different parts of the letter.

Spacing is generally added between letter sections, e.g. between the address and the date, the date
and the content. There are no firm rules about the number of blank lines between letter sections.
Different organisations may have guidelines for the layout of letters.

Punctuation in Letters

Do not add punctuation to addresses jn letters. There is no full stop after Mr or Mrs and no comma
at the end of each line.

Similarly, a comma is not added after yours sincerely.

Example Business Letter

—
Walkers Conference Centre
202 Walker Street
MARYBOROUGH QLD 4650
25 January 2014
Mr R J Brown

43 Alton Road
REDCLIFFE NSW 4024

Dear Mr Brown

We wish to advise that your room will be available at 10 am on Friday 13th September. On
arrival please contact Mrs Joan Rymer,

Yours sincerely

S Slaephemﬂ

Susan J Sheppard
LSecretary

Exercise 126
1 Create a new document and remove all line and paragraph spacing,
2 Type the letter shown on the following page.

3 Save with an appropriate file name then close,
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