
**Zqw Letter Writing Style Guide** 

--- 

**1. Heading:** 

 - Your Name  

 - Your Address  

 - City, State, Zip Code  

 - Email Address  

 - Phone Number  

 - Date  

**2. Recipient Information:** 

 - Recipient's Name  

 - Recipient's Title (if applicable)  

 - Recipient's Company/Organization (if applicable)  

 - Address  

 - City, State, Zip Code  

**3. Salutation:** 

 - Use "Dear [Recipient's Name]:"  

 - If unknown, use "To Whom It May Concern:"  

**4. Introduction:** 

 - Briefly introduce the purpose of your letter.  

**5. Body:** 

 - Use clear, concise paragraphs.  

 - Maintain a formal tone.  

 - Use bullet points for lists if applicable.  

**6. Conclusion:** 

 - Summarize key points.  

 - Include a call to action or next steps.  

**7. Closing:** 

 - Use "Sincerely," or "Best regards,"  

 - Leave space for your signature (if sending a hard copy).  

**8. Signature:** 

 - Your Typed Name  

 - Your Title (if applicable)  

**9. Enclosures:** 

 - If sending additional documents, note "Enclosure" or "Attachment."  

--- 

**Example:** 

**John Doe**  

123 Main St  

Cityville, ST 12345  

johndoe@email.com  

(123) 456-7890  

October 1, 2023  

**Jane Smith**  

Manager  

XYZ Corporation  

456 Business Rd  

Cityville, ST 12345  

**Dear Ms. Smith:**  

I am writing to express my interest in the project collaboration 

discussed in our last meeting.  

In summary:  

- Project goals align with our capabilities.  

- Proposed timeline is feasible.  



- Resources required are within our budget.  

I look forward to discussing this further and exploring how we can work 

together effectively.  

**Sincerely,**  

John Doe  

Project Coordinator  

**Enclosure: Project Proposal** 


