

Directions:  Label the parts of this block style business letter.
Waynesboro Middle School







155 Wayne Street




1. ___________________
Waynesboro, MS  39367
February 4, 2014

     
          

2. __________________

QS (Quadruple Space)
Mrs. Jane Doe

123 Main Street

                       
3. _______________________

Brandon MS  39042


DS
Dear Mrs. Doe:                                                     4. _______________________


DS
I am a student at Waynesboro Middle School.  We are studying different

 careers in our ICT I class.  I am sending you this letter to invite you 

to speak at our Career Day event.  Our Career Day will be held on 

May 1, 2014 at 9:00 a.m.  We would appreciate your speaking

 about your career as a nurse.  Our P.T.O. will be serving a delicious lunch   5. _____________

 after all presentations.  I am enclosing a brochure about Career Day.

Thank you for considering participating.  If you have any questions, 
please feel free to call the school at 601-735-3159.


DS
Sincerely,

                                

  6. _____________________

QS

Mary Dunaway 




7. _____________________


DS
Enclosure   





8. Enclosure notation______
Block style business letters have a ______ inch top margin & ____ inch on left & right sides.  

DS means ________________________ or press Enter _____ times.  This leaves ___ space between lines.
QS means ________________________ or press Enter _____ times.  This leaves ___ spaces between lines.
