Name ____________________

Date _____________________

Identifying the Parts of a Business Letter

Quiz
Fill in the appropriate blanks to identify each part of the business letter.

900 Dogwood Drive

Atlanta, GA 30309                                  _______________________________                                                                    
May 12, 2009



_______________________________
Mrs. Sallie King


_______________________________
4365 Industrial Blvd.

Atlanta, GA 30301

Dear Mrs. Smith,


_______________________________
As a longstanding customer of your company, Big City Breads and Pastries, Inc., I would like to thank you for the superior value, quality, and service you provide for your customers. I have lived in Atlanta for many years, and I could not possibly imagine buying my baked goods from any other supplier. 






_______________________________
I would like to encourage you to expand the franchise into my neighborhood. Big City Breads and Pastries is a great company, but your location is terribly inconvenient for customers living on the east side of Atlanta. I hope you take my suggestion into consideration.
Sincerely,



________________________________






________________________________
Marjorie Breadwinner


________________________________

Identifying the Parts of a Business Letter

Answer Key

Fill in the appropriate blanks to identify each part of the business letter.

900 Dogwood Drive

Atlanta, GA 30309


__Sender’s Address________________

May 12, 2009



______________Date_____________
Mrs. Sallie King


__Recipient’s Name_______________
4365 Industrial Blvd.

Atlanta, GA 30301


__Recipient’s Address_____________
Dear Mrs. Smith,


_____Salutation__________________

As a longstanding customer of your company, Big City Breads and Pastries, Incorporated, I would like to thank you for the superior value, quality, and service you provide for your customers. I have lived in Atlanta for many years, and I could not possibly imagine buying my baked goods from any other supplier. 






___Body________________________

I would like to encourage you to expand the franchise into my neighborhood. Big City Breads and Pastries is a great company, but your location is terribly inconvenient for customers living on the east side of Atlanta. I hope you take my suggestion into consideration.

Sincerely,



______Closing____________________






_____Signature___________________
Marjorie Breadwinner


__Sender’s Name__________________
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