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(Date)
Mr. I. M. Fortune

Vice President

Fortune Enterprises

1234 Easy Street

Baltimore, MD  21085-1234

Dear Mr. Fortune:

SUBJECT:  PREPARATION OF A BUSINESS LETTER (OPTIONAL)

    This example shows the first page of a two-page business letter.  A “subject” line is optional and may replace the salutation.  Phrase the “subject” line in normal word order.  Make it very brief, to the point, and not longer than one line.  Capitalize every letter in the subject line.

    Refer to previous communications and enclosures in the body of the letter only, without calling them references or enclosures.  Do not number main paragraphs.  Subparagraphs are numbered and lettered the same as a standard letter.

    Prior to typing a business letter, try to estimate the length of the letter.  Set your margins to obtain maximum balance.  Never use less than a 1-inch margin.

    Single–space within paragraphs and double space between paragraphs.  Indent main paragraphs four spaces and start typing on the fifth space.  NOTE: The sample provided in SECNAVINST 5216.5D incorrectly shows blocked paragraphs with no indentation.  The correct indentation guidance is provided in the Instruction under section F, paragraph 2-43.f.

    Start a paragraph near the end of a page only if that page has room for two lines or more.  Continue a paragraph on the following page only if two lines or more can be carried over.  A signature page must have at least two lines of text.

    Do not number the first page of a single page letter or multiple page letter.  The first page is assumed to be page 1.  Center page number ½ inch from the bottom edge, starting with the number 2.  No punctuation accompanies a page number.

                                        Sincerely,

                                        J. L. JONES

                                        General, U.S. Marine Corps

                                        Commandant of the Marine Corps                     
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