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TO:
Gail Garton
FROM:
Nikki Davis
DATE:
September 25, 2011
SUBJECT:
Letter writing
Letter writing is a very simple process once you get the hang of it. First thing you need to decide is if the letter is formal or informal based on who you are sending it to and the letters context. After that you have to decide on which letter format to use: block letter or modified block letter. There is not much difference between the two styles and they are both used as formal business letter writing formatting. Should you not now of the formatting for either of the letter formats there are several books dedicated to helping people write letters and online assistance is always available as well. Here is a site that will help you with both styles: http://www.dailywritingtips.com/how-to-format-a-us-business-letter/. Should you want a little more permanent solution there is always the book Advanced Word Processing. This book will help you write letters, e-mails, reports, and memos. I sometimes refer to this book to check on how I am doing as well. 
Hope this helps you out in your day to day work here. Also don’t be afraid or shy to come ask me for help should you need it. All of us had to learn how to do this at one time or another.
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