
WRITING A LETTER SIGNATURE SPACING

Properly space the layout of the business letters you write, with space between the heading, the greeting, each
paragraph, the closing, and your signature.

Use the same courtesy title you used in the inside address. The date After a space following the heading, the
date the letter is being sent or delivered should be included at the top. How should an email cover letter be
spaced? If you want to make your letter stand out, boldly type your name in a larger font at the top of the letter
and type your address just below it in a smaller font. For example, state that you will be in the city where the
company is located on a certain date and would like to set up an interview. For more business document
formats, please go to my business communication page. You still have a lot of flexibility in the way you
design the letterhead at the header and footer of your document and you have total control over typeface and
margins. Align your cover letter to the left. DATE that the letter was written typically goes above the inside
address. Space down about one inch and type the recipient's courtesy title Mr. Letter Font and Spacing
Properly space the layout of the business letters you write, with space between the heading, the greeting, each
paragraph, the closing, and your signature. Include the name of the recipient, their address, phone number and
email address if applicable. When you're sending a typed letter, include a handwritten signature and a typed
signature underneath it. Cover Letter Spacing Guidelines Leave a space between your address and the date.
Left justify all text. Sections of a business letter While your business letter should be tailored to the situation
and recipient, there are a few common business letter elements you should consider including before you get
started. When you're writing a cover letter, the spacing is important regardless of what form your letter is in.
Repeat your phone number in the letter and offer assistance to help in a speedy response. Business Letter
Formats The two most commonly used letter formats are the block style and the modified block style.
Proofread carefully for spelling errors and grammatical mistakes. Left justify your letter, so that your contact
information, the date, the letter, and your signature are all aligned to the left. See below the image for a an
explanation of the business letter format components. While it may seem tempting to select a stylistic font that
personalized the letter, it might be difficult for your audience to read. Formatting the Body of Your Letter Use
single line spacing; leave a blank line between paragraphs. Image by Kelly Miller.


