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July 1, 2005

Ken Barnes

Contracting Officer

National Guard Bureau 

1411 Jefferson Davis Highway

Suite 1200

Arlington, VA  22202

Dear Mr. Barnes:

	Body of letter


This letter is an example of an acceptable way to format a DST business letter.  The margins are 1-inch on all sides.  The font is DST’s standard, Times New Roman, 12-point.  The date line is left aligned.  There are three blank lines between the letterhead and the date.  There are three blank lines between the date and the inside address.

The salutation has a blank line before and after it so that it stands out.  It is followed by a colon.

Since letters are single spaced, a blank line is left between paragraphs. 
Insert a blank line before the complimentary closing and then leave three blank lines to leave room for the signature.  Since it is often difficult to read people’s handwriting, the writer’s identification must be typed as shown with a title following (which shows the writer’s position in the business) and business unit (optional).  Reference initials (your own initials) are double spaced after the writer’s identification if someone other than the writer keyed the letter.  (This is to help identify who typed the letter.)

Sincerely,

Debra R. Owen
Vice President

Government Contractor Banking Group
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Company or business letterhead








Date line—date letter was written





Inside address—recipient’s name, title, company name, and address





Salutation





Comma between city and state





Complimentary close





Writer’s identification





Writer’s job title





Typist’s initials (3) in lower case





Business unit











