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two year:; I have been a consultant to the John Herron Art School and 
now hope to teach art in a secondary school. 

I would appreciate your recommending me to: 

Dr. Robert G. Cowan 
Fort Wayne Community Schools 
1230 South Clinton Street 
Fort Wayne, IN 46208 
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On Wednesday, July 18, I shall telephone you to learn of your decision. 

Respectfully, 

Judith A. Nickel 

In this letter, the writer subtly reminded Dr. Adams where and 

when they had crossed paths. The address of Dr. Cowan (the address the 

recommendation is to be sent) is clearly set out, and the writer 

reminds Dr. Adams that she will contact him a few days hence to learn 

of his decision. 

The letter asking for permission to use their name as a reference, 

and ultimately, a written recommendation, is usually the type of request 

you will write (or have written in the past). 

This letter is shorter, but the basic rules still apply. Since you 

are asking for a personal favor, tact and courtesy again prevail. Let's 

see what you have learned about the letter requesting a recommendation. 

Which of the following two examples would you use in a letter of 

this type? 

1. May I please use your good name as a reference? (Turn to the top of 
page, 51.) 

2. May I include your name as a character reference? (Turn to the bottom 
of page 58.) 



-

Come on! You know your reader's name is "good" or you would not be 
requesting the use of it! Cut the "please" business--you are on the 
brink of being flowery! Please return to page 50 and read No.2. 
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AHHH! And what great food! Anyway, you are on home base now. When you 
write the entire letter, remember to be brief, yet sincere. Refrain 
from using the superlative, and NEVER thank again in the last sentence. 
Rather, end on a positive and/or cheery note, using something of common 
interest to both you and your reader. AND--write your thank you's 
PROMPTLY! Now that you know how to write (like an expert) all of the 
major types of personal-business correspondence, you are ready for the 
big time! Please turn back to page 48. 
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Mr. Samue 1 Reed 
State R,epresentative 
State Capitol Building 
Indianapolis, IN 46226 

Dear Mr. Reed: 

417 North Main Street 
Muncie, IN 47302 
May 16, 19 

May I include your name as a character reference? During the 1973 
and 1971, state legislative session, I served as an intern to 
Representative Mary Bickman working primarily as an assistant in 
tax research. 

I am presently completing my application for a position with the 
National Republican Committee. 

Would you please give me your answer by Friday, May 24. 

Respectfully, 

Libby S. Cochran 

If you receive no answer, write a follow-up letter immediately. 
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If you receive a "No" answer, waste no time in seeking another recommen-

dation. Time is of the utmostl 

Now that you have secured all the names for your reference listings, 

you are on your way to compiling a Personal Data Sheet and the all-

important Letter of Application. Newer terms are Personal Data Sheet 

and Application Letter. Enough said for now. Please turn to the next page. 
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The Data Sheet 

This is the mind boggIer for many people. They simply do not know 

where to begin, let alone how to set one up. Actually, there is no "set" 

or "one" way of putting the pieces together on a Personal Data Sheet. 

There IS: a usual order of placing the data, but as for the specific 

mechanic.s in putting this one to paper, there is no one way. Several 

set-ups may be used. Therefore, you might want to refer to style manuals 

or business correspondence textbooks to see other formats. BUT, there 

is one rule that is all but a sin to break--ALWAYS BE NEAT! Nothing, and 

I MEAN nothing, looks quite as bad as a messy Personal Data Sheet! Do not 

even bother to put it in an envelope and waste eight cents on it! You are 

wasting your time and money. You will never get an interview with a piece 

of junk like that, so do not bother to send it! Pretty harsh language, 

but appearance DOES count, no matter how impressive your credentials may be. 

More words to the wise. Use a heavy sixteen to twenty pound weight 

paper. Never use onionskin or erasable bond paper for this type of 

rather serious correspondence. In fact, that goes for all of your 

correspondence. Onionskin is strictly for carbons and erasable bond is 

for students in first-year typing class. It smudges at the drop of a hat. 

Also, do not copy application letters or data sheets by using spirit duplica

ting or mimeograph methods. It cheapens your credentials no matter how 

neatly the master or stencil was typed. If you need numerous copies of 

your personal data, look into more expensive yet more impressive copying. 

It will certainly be worth your time and money! 

A word of caution. The Personal Data Sheet and the Letter of 

Application are two separate items of information. Do not let the 

Please turn to the next page. 
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information overlap. One should compliment the other. In short, do not 

repeat the information included on the Personal Data Sheet in the Letter 

of Application. In the letter, enlarge upon your strongest qualifications 

from the data sheet. 

Begin at the beginning. On a Personal Data Sheet it is important to 

list your "vital statistics" first. Things like name (middle name 

included), address, phone number, date of birth, height, weight, marital 

status, and health status. Then, mention your background. First, list 

details of your education. List items such as the name of the 

institution, its location, what degree(s) you earned or what course of 

study was followed, and the dates you attended the institution. More 

importantly, state when you graduated or expect to graduate. You may 

also want to list specialized courses which would be relevant to the 

position you are seeking. 

Work experience is next on the list. Any related work experience 

is most important and should definitely be included. Include your 

title or capacity at that job, at what dates you held the position, and 

the company name, address, and phone number of your previous employers. 

Next, list the activities you have been involved in. This is one of 

the biggest selling points to individuals on the job market today. This 

type of activity emphasizes your leadership abilities, your cooperativeness, 

and your initiative. Never short-change being active in outside 

organizations. It might land you a job someday! 

You may also want to include other activities that have a more 

"civic" nature. Things such as Big Brothers, church affiliation, etc. 

could b" inc luded. 

Please turn to the next page. 



Lastly, list your references. State that you have permission to 

put their names there. (This adds credibility to you.) Include with 

their names their titles, addresses, and telephone numbers. Do not 

forget area codes! 
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Now you are ready to type your Personal Data Sheet. The following 

is merely an example of one possible format. Note the numbered items 

and corresponding page numbers that are found on the last page of 

the Personal Data Sheet. Which item should NOT be included? 

Please turn to the next page. 



PERSONAL DATA SHEET 
OF 

JOHN A. SCHEIDLER 

516 West Charles Street 
Muncie, IN 47305 

1-317-289-7471 

Date of Birth: March 28, 1952 Marital Status: 

Height: 6' 0" 

Weight: 190 pounds 

Education 

@school liIo. 57 
Indianapolis, Indiana 

Chatard High School 
Indianapolis, Indiana 

Ball State University 
Muncie, Indiana 

Experience 

CYHealth: 

Elementary School 

Business Major 
Mathematics Minor 

Bachelor of Science 
General Business 
Administration 
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Single 

Excellent 

1966 

Diploma, 1970 

Degree Expected 
May, 1974 

Retail Glerk 
1970 to Present 

Sears Department Store, Mr. J. Merrill, Mgr. 
Muncie Mall, Muncie, IN 47302 
Telephone No. 1-317-284-6559 

Activiti.es and Affiliations 

Sigma Chi Social Fraternity, 1970 to Present; President, 1973-74. 

Delta Si.gma Pi Business Fraternity, 1971 to Present; Programs Chairman, 
1972··73. 

Cardinal Corps, Official Hosts and Hostesses of Ball State University, 
19;71-74. 

Ball State University Football Team, 1971-74; Captain, 1973-74. 

@Intramural Sports--Basketball, baseball, volleyball 

University Honors Program 
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PERSONAL DATA SHEET OF JOHN A. SCHEIDLER 
Page 2 

Other Affiliations 
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Big Brothers of Delaware County, St. Mary' s Catholic Church 

References (with permission) 

Dr. David Cooper 
Associate Professor Marketing 
Ba11 State University 
Muncie, IN 47306 
Telephone No. 1-317-285-5733 

Dr. Paul Mason, Superintendent 
Indianapolis Public Schools 
420 South Alabama Street 
Indianapolis, IN 46226 
Telephone No. 1-317-291-7086 

Mrs. Dorothy James, Instructor 
General Business Administration 
Ball State University 
Muncie, IN 47306 
Telephone No. 1-317-285-4680 

Mr. Samuel Hostetler, Owner 
The Furniture Shop 
527 North McKenzie Avenue 
Indianapolis, IN 46227 
Telephone No. 1-317-297-3145 

Which of the three numbered items would you OMIT from the Personal Data 
Sheet? If you would omit item No.1, please turn to the top of page 58; 
if you "ou1d omit item No.2, please turn to the bottom of page 59; if you 
would omit item No.3, please turn to top of page 63. 
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Health status is perfectly all right to include. 
be terme,d optional, there is another item on this 
does not: belong. Go back and find it, Sherlock 1 

Although it might 
data sheet that just 
Return to page 53. 
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Right onl You made itl Short, to the point, not flowery, and tactful. 
Now let's look at the entire letter. Please return to page 52. 



You just: missed it! Actually, this sentence is not all bad. When you 
say, "May I extend .. . " you are asking your reader if you may say 
thank you. A bad start for a good sentence. Turn back to page 44 and 
try again. 

Right! Elementary educational listings could almost be termed "lost 
space." It is taken for granted that you went to elementary school 
when you list your high school AND college education. Even when the 
high school is the only listing, omit elementary schools. Now, turn 
to page 60. 
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The Letter of Application 

Since you have been exposed to the rigors of a Personal Data Sheet, 

let's delve into the mysteries of the Letter of Application. 

At this point you may want to return to the beginning of this 

little gllide and re-read the nitty-gritty of the Seven C's because they 

go double in the Letter of Application. 

The application letter is perhaps more important than the Personal 

Data Sheet since it must arouse the interest of the reader first to even 

look at your personal data! Keep your reader in mind. Throw out the word 

"I" and use the word "You." You will get much farther with the "You" 

approach. 

If you have learned of a particular opening, or possibility of one, 

from a person who commands some respect with your reader, be a name dropper. 

The opening paragraph of the letter should include your source of 

information about the opening, what the position is, and that you are an 

applicant. 

To start the letter you may want to use the question technique if 

you are not sure they have an opening and are "fishing." Example: "Do 

you wish to hire a secretary that can type 90 words a minute and take 

dictation at over 130 words per minute?" Caution should be used in this 

technique because you never know exactly when you have gone overboard with 

the Personnel Manager! 

In the middle paragraphs you would be wise to mention and emphasize 

the selling points of your enclosed Personal Data Sheet. Ah-Ah-Ah! 

Remember--do not overlap! Emphasize and compliment--do not repeat! 

Please turn to the next page. 
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At the end of the letter, you want to get some action--you want that 

interview! Make it as easy as possible for your prospective employer to 

reach you. 

Which of the following sentences would make the best closing for 

an Application Letter? 

1. I hope to hear from you soon. (Turn to the top of page 66.) 

2. If you feel I can fill the position, I would like to arrange for an 
interview in the next few months. (Turn to the bottom of page 63.) 

3. May I come for an interview during the weeks of June 2 or 9? My 
telephone number is 1-317-289-7471, and you may reach me any afternoon 
afte.r 2 p.m. (Turn to the bottom of page 70.) 



Mr. Jack Demaree 
Merchants National Bank 
Muncie Mall 
Muncie, IN 47304 

Dear Mr. Demaree: 

516 West Charles Street 
Muncie, IN 47305 
May 2, 19_ 

Mr. Glenn Rosenthal, Director of the Ball State University 
Placement Office, suggested that I write you concerning the 
position in your Loan Department. 

My studies in finance and public relations would, I feel, be 
an asset in a job of this type. Although my work at Sears 
Department Store is not directly related to a Loan Department 
position, my dealings in consumer relations is invaluable 
experience. The Personal Data Sheet will give you more information. 

May I come for an interview during the week of May 161 My 
telephone number is 289-7471, and I may be reached any afternoon 
from 2 to 5 p.m. 

Sincerely yours, 

John A. Scheidler 

Enclosure 

NOTE: The enclosure notation at the end of the Letter. What is 
enclosed? The Personal Data Sheet. More on notations in the 
Appendix, page 77. John will probably hear from Mr. Demaree. He 
has an Elxcellent start! Do you? (Did you?) Please turn to page 64. 
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No, this one is OK. Intramural athletics may reflect a cooperativeness 
and willingness to get involved since these efforts are purely voluntary. 
Leave this one in and go back and find the real culprit! Return to page 
56. 

You are off the mark on this one. "If you feel I can fill the position ."! 
What a losing proposition! You have to have a more confident view of 
yourself. If you expect that job, go back and try it again! Return to 
page 61.. 



-

Follow-Up Letters 

The,se little darlings can put the icing on the cake! Although 

they are. not mandatory, you would be foolish if you did not send one. 

You will be in the thoughts of your prospective employer again and you 

need to be there as often as possible! 

The. follow-up letter is a lot like a thank you letter, but you 

NEVER come right out and say "Thank you." Obviously, you will send 

a letter of this kind if you are impressed with the position and the 

firm. You may want to consider the same course of action after 

receiving an application. Many times they alone are worth gold! 

Here is a nice, simple, concise follow-up letter. 

Mr. Jam<ls Easton, Manager 
A. E. Boyce and Company 
611 East Jackson Street 
Muncie, IN 47305 

Dear Mr. Eas ton: 

323 East Manor Drive 
Muncie, IN 47304 
November 17, 19 __ 
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On November 14, you interviewed me for a secretarial position with your 
company. I was quite. impressed with all that I saw and heard that day. 
I know I can meet the requirements of the job and the company in general. 

If you wish, I will be happy to come in and discuss the position and my 
qualifications further. 

Yours very truly, 

Peggy Gardner 

Please turn to the next page. 
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Remember, like thank you's, follow-up letters should be written 

promptly. Do not become flowery or beat around the bush. You will 

get the thought and/or action you want concerning job prospects if you 

follow-u.p interviews with a letter like the one illustrated. 

Please turn to page 67. 
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Dh, No! 
begin at 
hope for 

If you picked this one, (as you obviously did), you had best 
the beginning of the entire guide! Perhaps there is still 
you(7). Return to page 61. 

You're OK! You are being honest and tactful. Let's read Over the 
entire letter. Please turn to page 71. 

66 
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Acceptance/Rejection Letters 

You got the job! Now, will you accept or reject the offer? 

Although written letters of acceptance or rejection are not always asked 

for, you should write one "for the record" (documentation) and for the 

goodwill of your employer or the employer you are turning down. 

To be perfectly honest, it is sometimes a bit easier to write a 

letter of acceptance than one of rejection of a job offer, but actually, 

there is no reason for this. Refusal letters will not bite! 

Here goes I The Acceptance Letter. (All the rules of the letter-

writing game apply here, too.) 

Dr. John A. Alman, Superintendent 
Washington County Public Schools 
319 West Gibson Avenue 
Washington, IN 47636 

Dear Dr" Alman: 

1748 North Parkway Avenue 
Muncie, IN 47304 
July 21, 19_ 

I am happy to accept the position of instructor of social studies 
at Washington High School. 

As you have requested, I will report to Mr. Thomas Wayne, Director 
of Personnel, on August 20, at 9:30 a.m. 

Thank you for giving me the opportunity to begin my teaching 
career in your school system. 

Sincerely yours, 

Judith A. Garber 

Please turn to the next page. 
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Notice, this letter begins with an "I." In this type of letter it 

is perfectly acceptable. You are focusing upon YOUR acceptance of the 

position. But also notice that the letter ends with a tactful thank 

you for the opportunity. Now. 

Dr. John A. Alman, Superintendent 
Washington County Public Schools 
319 West Gibson Avenue 
Washington, IN 47636 

Dear Dr. Alman: 

the Rejection Letter. 

1748 North Parkway Avenue 
Muncie, IN 47304 
July 21, 19_ 

Tha.nk you for offering me the position of instructor of social 
studies at Washington High School. I have accepted a position with 
the Indi.anapolis Public Schools and, therefore, must refuse your 
offer. 

I a.m pleased that you considered me for the position. 

Very truly yours, 

Judith A. Garber 

The,re. A brief, hones t refusal of a job offer. See, they are not 

so bad. Thi.nk of the goodwill you foster after sending a letter tact-

fully stating your refusal. Even though you refused the position, no 

one will. feel slighted. 

Please turn to the next page. 
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The Resignation Letter 

The key words here are grace and tact. You may be beating a path to 

the door to get out of this awful jobl There may be very unpleasant 

feelings surrounding your resignation, but you must never convey these 

thoughts in a letter of resignation. When you resign from a position, 

be honest with your employer. Employers and personnel managers are not 

blind to the fact that workers desire higher wages, a better working 

atmosphere, more benefits, better working hours, or perhaps, merely a 

change of scenery. Remember, be graceful and use tact! 

For your LAST question, which of the following statements would 

you INCI,UDE in a letter resignation? 

1. The job, in general, is much better there. (Turn to the top of 
pag" 70.) 

2. SinGe this offer is too good to pass by, I am resigning at the end 
of this month. (Turn to the bottom of page 66.) 
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Not again I This is a typical lackluster (and offending) sentence found 
in too many letters of resignation. Come on, sharpen up! Return to 
page 69 and read on! 

You hit the nail right on the head! You have specified a time, a 
period of two weeks, in which you could arrange for an interview. You 
listed your telephone number again for the convenience of your reader. 
You also stated when you could most easily be reached. You have made 
it this far, how about reading the entire letter? Return to page 62. 



Mr. Simon Jennings 
Manager 
Warner Gear 
Muncie, IN 47304 

Dear Mr .. Jennings: 

771 East Cade Circle 
Muncie, IN 47304 
August 6, 19_ 
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La"t month I was offered a position as manager of the General 
Electrie plant in Dayton, Ohio. This position offers me an opportunity 
to live in my native state of Ohio, near my family and friends. 

Bec:ause this is an excellent opportunity for me, I am resigning 
at the .md of September. I resign with regret since I have made 
lasting friendships with many of my co-workers and have enjoyed 
living in Muncie. 

I know that I shall remain interested in my friends at Warner 
Gear in Muncie. 

cc: Phillip R. Simmons 
Director of Personnel 

Respectfully, 

John M. Werner 

Note the carbon copy notation. For more information on letter 

notations, please turn to page 77 in the Appendix. The Letter of 

Resignat.ion is not always as painful to write as it sounds. 

Please turn to the next page. 



Summary 

You: are now ready for just about any letter-writing situation! 

Again, a word of caution. This programmed guide DOES NOT attempt 

to explain each minute detail of letter writing. It merely hopes 

to convey the basic rules for the most familiar letter-writing 

problem" of the average person. 

This completes the programmed p<l>rtion of the guide. Following 

is an Appendix that includes helpful, basic hints on the mechanics 

of letter typing and mailing. 

Please turn to the next page. 
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Appropriate Salutations and Closings 

The rule of thumb for the appropriate salutation is to look 

at the first line of your mailing address (inside address). If it 

refers to a company such as The XYZ Company, your salutation should 

be Gentlemen:. If it refers to a specific individual by name such 

as Mr. Robert S. Dole, then you must use a salutation such as 

Dear Mr. Dole:. NEVER mix these. That is, if Mr. Robert S. Dole is 

the first line of your inside address, NEVER use the salutation 

Gentlemen:. This is an insult to your reader I 

AI'," you writing to Reverend James Thurmond? Then say Dear 

Reverend Thurmond:. NEVER say Reverend Dr. James Thurmond or 

Reverend James Thurmond, D.D. These are redundant I The same goes 

for a doctor. NEVER say Dr. Thomas Linton, Ph.D., or Professor 

Dr. Thomas Linton. Merely use one title, ONLY. Again, these are 

obvious ty redundant terms. English usage of the word Esquire and 

the abbreviation Esq. causes all kinds of problems. Use Adam J. Smith, Esq., 

NEVER Mr. Adam J. Smith, Esq. 

For all of you Women's Libbers, the title Ms. is also great if 

you are in doubt as to whether the woman to whom you are writing is 

married--or not. Then again, there are many married and single women 

around now who prefer the Ms. title anyway. (Sometimes they don't 

know if they are married or not!) 

In general, here are some appropriate PLURAL forms of salutations: 

Ladies 
Gentlemen 
Dear Ms. Adams and Mr. Jones 
Dear Misses Kitchen 

(two or more unmarried ladies) 
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Here are some singular forms of salutations. The least formal 

you can get is Dear John, or Dear Marsha,. These salutations should 

be used ONLY for those people whom you know VERY well. You may 

insult a. reader using this informal salutation when this is the first 

correspondence you have ever had with them! The safe route to 

follow is the simple use of Dear then the title, then the last name. 

For formal salutations include Dear Madam: or Dear Sir:. My dear Mr. Smith: 

is also an appropriate formal salutation. The MOST formal salutation you 

can use is simply Sir: or Madam:. These are VERY formal. For instance, 

for the President of the United States you might use the salutation 

Dear Mr. President:, or a more formal one, My dear Mr. President:. Use 

your own judgment in this case and similar ones as to how formal you 

wish to get. 

OnE! final hint, the salutation Dear Sirs: is outdated. Use the 

salutation Gentlemen: instead. 

Closing', 

ThE! easiest way to identify these is to list them as formal or 

informal. Always remember to match the degree of formality or 

informality with the type of salutation you have used. 

Informal 

Formal 

Cordially 
Cordially yours 
Yours cordially 
Sincerely 
Sincerely yours 
Yours sincerely 

Yours truly 
Very truly yours 
Yours very truly 
Respectfully 
Respectfully yours 
Yours respectfully 
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- Another hint on closings: There NEVER was a closing--Truly yours. 

Signatures: Typed and Written 

Many people ask the question that if a Mr., Mrs., or Dr. is 

included in the typed signature, do they have to write it when writing 

their n,ame? The answer is NO. It is a courtesy in the typed 

signature but does not have to be repeated in the written signature. 

Example,,: 

Sincerely yours, Respectfully, 

b~~ ~. 7Y(iake. 
Dr. William Mitchell 



Miscellaneous Items 

Letter Notations 

Remember the notations thrown in at the end of the letter in 

various points of the programmed text? Well, here is your explana-

tion. These notations are for the interest of the reader and are 

typed a double space below the typed signature flush with the left 

margin. 

Take for instance the cc: notation. This means carbon copies 

of the "arne material will be received by the names typed after it. 

Enclosure or Enc.: This means that there is something enclosed with 

the letter. If it does not happen to be there, the reader had best 

get another letter off or make a phone call to see where the 

enclosure is--it could be very important! 

A pos tscript (P.S.) is an afterthought that need not be readily 

inserted into the letter, thus, having the letter typed over again. 

If you have all three types of notations, their order of appearance 

on the letter is: 

Enclosure 
Carbon Copy 
Postscript 

Attention Lines (in the inside address) 

Kodak Film Company 
Attention: Mr. James Best 
57 Capitol Circle 
Baltimore, MD 30386 
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Subject :Lines (typed after the salutation; may be centered or flush 
with the left margin) 

Kodak Film Company 
57 Capitol Circle 
Ba1 timore, MD 30386 

Gentlemen: 

POLLUTION IN OUR NATION'S STREAMS AND LAKES 

(Very rarely, if ever, should you need the attention line and 

especially the subject line in your personal-business correspondence.) 



STYLES OF LETTERS 

No. 1 Full Blocked 

222 Que,m Street 
Muncie, IN 47303 
January 20, 19 __ 

Dr. James Aronson 
Departm,mt of Economics 
Ball State University 
Muncie, IN 47306 

Dear Dr" Aronson: 

Sincerely yours, 

B. S. Andrews 
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STYLES OF LETTERS 

No.2 Modified Block (without paragraph indentations) 

Mrs. Bishop Fitzgerald 
577 South Normandy Drive 
Muncie, IN 47304 

Dear Mrs. Fitzgerald: 

307 North Sycamore Street 
Muncie, IN 47304 
April 16, 19_ 

Sincerely yours, 

Judy M. Gunning 
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STYLES OF LETTERS 

No. 3 Modified Block (with paragraph indentations) 

Mr. Arnold S. Simpson 
387 Her:i.tage Way 
Indianapolis, IN 46227 

Dear Mr. Simpson: 

808 East Meadow Lane 
Muncie, IN 47304 
June 30, 19_ 

Very truly yours, 

Steven R. Applegate 
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STYLES OF LETTERS 

No.4 Full Block (with date, closing, and signature centered) 

Dr. Warren Tyson 
Department of History 
Ball St .• te University 
Muncie, IN 47306 

Dear Dr. Tyson: 

307 North Center Road 
Muncie, IN 47304 
February 20, 19 __ 

Very truly yours, 

John A. Everett 

NOTE: This type of letter arrangement is an attempt to make personal 

:Letters look as though they were typed On a letterhead by 

centering the personal address and date. 
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The Jewel Shoppe 
212 West Charles 
Muncie, IN 47305 

Gentlemen 

747 Hamilton Blvd. 
Evansville, IN 47701 
August 17, 19_ 

Very truly yours 

Linda F. Anderson 

No. 1 Open Punctuation 

Punctuation 

747 Hamilton Blvd. 
Evansville, IN 47701 
August 17, 19_ 

The Jewel Shoppe 
212 West Charles 
Muncie, IN 47305 

Gentlemen: 

Very truly yours, 

Linda F. Anderson 

No. 2 Mixed Punctuation 

) 

747 Hamilton Blvd., 
Evansville, IN 47701, 
August 17, 19_ 

The Jewel Shoppe, 
212 West Charles, 
Muncie, IN 47305. 

Gentlemen: 

No. 3 

Very truly yours, 

Linda F. Anderson. 

Closed Punctuation 
(very formal and basically 
outdated for personal
business correspondence) 

00 
co 



84 

Typing the Envelope 

General Hints 

The United States Post Office is constantly changing their requests 

as to how an envelope should be typed. Things have just never been the 

same since Zip Code was introduced. Now, the states have two letter 

abbreviations that are typed in capitals after the city. Most post offices 

are slm"ly but surely converting to automated systems of reading 

address,as and sorting mail more quickly. The shorter, more uniform 

abbreviations such as Zip Code and state letters help the post office 

immensely. USE THEMt 

Because of the Optical Character Readers (OCR), the old-style 

notations on the lower portion of the envelope are No, No's I Notations 

such as Personal, Attention, or Account No. XXXXX should be included 

in the address: 

The Shell Oil Company 
Attention: Accounting Department 
25 Reading Road 
Chicago, IL 60661 

Notations like these may also be typed in all capitals and placed 

under the return address in the upper left corner of the envelope: 

Miss Jane Fruth 
222 Queen Street 
Muncie, IN 47303 

ACCOUNT NO. 4778963 

The Shell Oil Company 
25 Reading Road 
Chicago, IL 60661 



Mailing notations that should come immediately to the attention 

of the post office should be placed immediately beneath the postage 

in the upper right corner of the envelope. Notations such as First 

Class, Airmail, etc., are just a few. Example: 

Miss Yvonne Modjeski 
411 South Merchants Lane --Postage--
Hammond, IN 46980 

Mr. Pat McTaggart 
47 Rue de Seville 
Paris, FRANCE 

AIRMAIL 

When you have address es that only two lines in length, type them 

double-spaced. Example: 

Mrs. Jane Snodgress 

Mooreland, IN 46786 
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State Abbreviations 

Alabama AL Nebraska MT 
Alaska AK Nevada NE 
Arizona AZ New Hampshire NH 

New Jersey NJ 
California CA New Mexico NM 
Colorado CO New York NY 
Connecticut CT North Carolina NC 

North Dakota ND 
Delaware DE 
District of Ohio OH 

Columbia DC Oklahoma OK 
Oregon OR 

Florida FL 
Pennsylvania PA 

Georgia GA 
Rhode Island RI 

Ha'rlaii HI 
South Carolina SC 

Idaho ID South Dakota SD 
Illinois 11 
Indiana IN Tennessee TN 
Iowa IA Texas TX 

Kansas KS Utah UT 
Kentucky KY 

Vermont VT 
Louisiana LA Virginia VA 

Maine ME Washington WA 
Maryland MD West Virginia WV 
Massachusetts MA Wisconsin WI 
Michigan MI Wyoming WY 
Minnesota MN 
Mi"sissippi MS 
Mi8souri MO Puerto Rico PR 
Montana MT 
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Folding the Letter 

Folding the letter and putting it inside the envelope is a 

troublesome task for many people. It need not be. Here is how 

simple it really is. If you are mailing your letter in a No. 10 

envelope (the big one) fold the letter as follows: 

Fold the lower third of 
the letter upt 

Fold the !£R third DOWN'" 
leaving approximately 
one-half inch between the 
top edge of the letter and 
the first fold you made 

Cardinal Rule for folding 
letters: ALWAYS insert 
first the last fold you made. 
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This is an example of how you fold a letter and insert it in a 

smaller envelope, a No. 6 size. Again, the same Cardinal Rule: 

ALWAYS insert FIRST the LAST fold you made. 

t 
1. 

Fold the lower half of the 
letter U~ leaving approximately 
one-half to one-fourth inch 
between the bottom and top 
edges of the letter. 

Fold the left third to the 
right. 

Fold the right third to the 
left. 

ALWAYS insert first the last 
fold you made. 
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