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from the Business Communication Center 


 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Letter Writing Checklist:   
 Check your letterhead 


 Check your date 


 Check your internal address blocks 


 Proofread for correctness 


 Sign your letter 


 Check address on envelope 


 Check return address                                                        


                                                                                


2 lines 


Attention to 


detail makes all 


the difference!   


2 lines  


At least 2 lines 


At least 2 lines 


4 to 5 lines 


Copyright 2010 Business Communication Center, Michael F. Price College of Business at the University of Oklahoma 


For information on improving your Memos, see 


http://price.ou.edu/bcc/pdf/bcc_businessmemo.pdf 



http://price.ou.edu/bcc/pdf/bcc_businessmemo.pdf




