
WRITING A LETTER WITH TWO ADDRESSES

Addresses: 1) Your Address The return address should be written in the top right- hand corner of the letter. 2) The
Address of the person you are writing to.

Multiple People, Same Address When addressing multiple recipients in the same organization, there is no
need to repeat the address multiple times. Follow these smart tips on how to address a letter professionally.
This might look like: Dear Mr. Make sure you have the complete business name. Tip Formal letters,
particularly formal business letters, should be pleasant, but crisp and to the point. Research the Details Make
sure you have the correct details when sending formal correspondence to organizations. And I hope I never
do! Robert Martinez, Director of Facilities Dr. Do you know someone at the company who could find out the
names of the human resources personnel involved? For example, Adrian is usually a male, while Adrienne is a
female. Determine which addressee to list first according to alphabetical order using last names or company
names. All new sections must align with the left margin, including the address, date, salutations and body of
the letter. Burns and Colleagues" or "Dear Mr. After that, until all of us children were out of high school, she
signed her name: Mrs. Photo Credits. The answer is simple: avoid titles that specify marital status. Here is a
useful example you can use to format your business letter properly: Put a salutation Whether you prepare a
reference letter or compose a business email, formal greetings are essential for all types of online and offline
correspondence. If that's the only name you see, you could address the letter as: "Dear Mr. If it is too long,
write the address in two different lines. To expedite delivery, make sure to include any department names on
the line below the company name. Print it at the top line of the address block.


