BUSINESS LETTER QUIZ
1.
In a business letter, hit the “enter” key __________ times after the date.

2.
When you QS (Quadruple Space) it leaves how many blank lines? _________

The parts of a business letter are listed at the bottom of the page.  Write the letter of the corresponding part in the blank next to where it belongs in the sample letter.
	
	
	This is a sample letter.

	3.
	

	

	
	
	

	
	
	

	4.
	

	

	5.
	

	

	6.
	

	The new holiday season is just around the corner, and we invite you to beat the rush and visit our exciting Gallery of Gifts.  Gift-giving can be a snap this year because of our vast array of gifts “for kids from one to ninety-two.”



	7.
	

	

	8.
	

	

	9.
	

	

	10.
	

	


A.
Reference initials

B.
Date line

C.
Letter Address

D.
Body

E.
Salutation

F.
Complimentary Close
G.
Enclosure notation

H.
Writer’s name

