Keyboarding:

Business Letters

Rules:

· Use closed punctuation!  This is a colon (:) after the Salutation and a comma (,) after Sincerely.


· Always make the letter from you versus the person the book gives you, so on pg. 83, instead of the letter being from Rebecca Dunworthy, it will be from you!


· Always sign your letters with a blue or black pen after Sincerely and before your typed name.


· Set your margins by going to Page Layout, Margins Tab, top margin is 2”, and the left and right margins are 1”


· Use Times New Roman 12 pt. font.


· If the book has bolded something or italicized something, you do the same.


· If I ask you to proofread another’s letter, you must sign your name on their letter in the bottom right-hand corner, and they will do the same on yours.


· You may use one or two spaces after a period.
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