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It is easy to overlook the non-verbal aspects of writing.  Just as your verbal communication is heavily influenced by what the listener sees, so is your written communication.

The first impression counts
Stand or sit far enough away from your letter or report to not be able to read it – only see the ‘picture’ it creates.  Are you impressed?  

· The type should line up with the outer margins of the logo and address block of the letterhead (assuming this is feasible).

· The type should be crisp and black.

· The print should be straight on the page.

· Use of paragraphs should make it look approachable.

Make sure that you leave the letter for a few minutes after printing and signing so that the ink is completely dry.  Use the minimum folds so that the letter does not arrive crumpled.

Which font?

The font is the type style – there are four types:

Fixed space

These are typewriter-like fonts.  Each letter or space takes the same amount of room:


mmm


iii

This gives some strange spacing:
Mr I M Nixon

Fonts like these will make your writing look 

dated as they are based on the old typewriter style.

The other three fonts use space according to the requirements of each letter.  For example an ‘m’ takes much more space than an ‘i'


mmm


iii

Serif or sans serif

Serif fonts are those where there is a ‘flick’ at the start and end of the letter, sans serif are those without.

Serif

Sans serif
n

 n
Serif fonts are generally accepted as being easier to read because the serif leads the eye to the next letter and creates a ‘line’ at the bottom of the letters (helps the eye follow the line).

Sans serif fonts are thought by many to be crisper and more modern in appearance.  They are more appropriate for people with dyslexia or visual impairment.
Chose whichever you prefer but you might like to take the style of the letterhead into account so as to avoid a ‘clash’.

Handwritten

Fonts which imitate handwriting are disliked by most for being pretentious and hard to read.  This also applies to fonts such as ‘comic’.
Rules for a reason
Although the typing ‘rules’ may seem pedantic, they all have their purpose.  They are designed to make letters look appealing and to help the reader understand the content.  

The most common style is fully blocked, open punctuation.  This simply means every line of text starts on the left margin and punctuation is for meaning only (see below for full details).  

The older style, seldom used now, is indented.  The address and salutation were followed by commas, abbreviations were indicated by full stops, paragraphs were indented and headings were centred.

Either style is acceptable, but the indented style will send a strong, non verbal, ‘out of date’ message to the reader!

Word and line spacing

	2
	2 spaces 

At the end of a sentence, after a full-stop, question mark or exclamation mark

	1
	1 space 

Between words

After punctuation marks (other than above)

Each side of a dash.

	0
	0 space
Either side of a hyphen 

Either side of backslash or forward slash

	1
	1 line
Between lines of address

Text in single line spacing

Between your name and job title at the close of a letter

	2
	2 lines (enter or()

Before and after a heading

Between paragraphs

Before ‘Yours sincerely’ or ‘Yours faithfully’

	3
	3 lines 
Between reference and date

Between date and address

Between address and ‘Dear …’

Between your name and ‘Enclosure’ or ‘cc’

	<8
	6-8 lines
For your signature


Margins

Text can be justified (as it is in this paragraph).  Like a book, the words reach both margins.   This looks tidier but it also looks impersonal and should be avoided for letters.  It can be used for documents that you want to look ‘published’ (eg reports) or where tidiness is more important than readability (eg cover sheets).
Left and right margins should line up with the letterhead (if possible).

The left margin should be approximately half a centimetre more than the right.  The document should be slightly higher than centred on the page.

Sections of the letter

Reference

This should be on the left margin and there should be no punctuation other than marks which are part of the reference


Our ref:  WMK.JPF/12357
Date

This contains no punctuation and again, should be on the left margin.


23 March 2008
note:  The position of the reference and date may be dictated by spaces in the letterhead or may be changed to enable easy use of window envelopes.

Address

There should be no full stops after abbreviations (eg Mr) and none after the initials.  There should be no comma at the end of each line.


Mr D J Grant


Portway and Henshaw

3 Market Place

Cheston
Derbyshire

CH4 9SJ
Salutation

This should contain no punctuation.  


Dear Mr Grant

Sir/Madam
Should only be used when you do not know who the reader will be

Sirs 
and have no way of finding out.  Only acceptable when writing to a company, generally when you are the customer.

If you have used the name of the recipient in the address, always use it in the salutation.

Mr Grant
Correct form of address when you know the name of the recipient 

(Miss/Mrs/Ms)
and have not met him or do not know him well.  Use Miss or Mrs if you are sure you are right or Ms if you cannot find out.  

Some people have a strong preference for one or other title and it is always best to offer all three options if you are asking for the correct form of address.

Dear Daniel
Correct form when you have met the recipient a couple of times or more and call them by their first name verbally.  When dealing with members of the public it is usually better to err on the side of caution and stick to Mr ... unless you have been on first name terms for a while.

Dear Dan
Only shorten people’s names when it is in common usage and you have called them by the shortened version for a while.

Heading

This should not be prefaced with ‘Re’ or ‘Ref’.  Again there should be no punctuation and the heading is placed on the left margin.  Use bold type or a larger typeface for headings but avoid underlining as the line cuts through hanging letters.  

Text

Every paragraph should start on the left margin, with no indentation.  The text should be punctuated for meaning but full stops for abbreviations omitted.

Signing off

This should be on the left margin with no full stops for initials and no commas at the end of the lines.

Dear Sir

Yours faithfully

Dear Mr

Yours sincerely

Dear Daniel

Yours sincerely

Dear Dan
If you know him well enough to shorten the name, you might choose to sign off with Regards or Best wishes. 

a trick to help you remember:  either you never have the two S’s together (sir/sincerely) or, you are faithful to someone you don’t know – so obviously daft that it helps

Enclosures

List enclosures at the bottom of the letter. 

[image: image1.png]


Yours sincerely

F W Daniels

Accounts Manager

Enc:  March statement

Copies

Show who has received copies of the letter

Yours sincerely

F W Daniels

Accounts Manager

cc:  Martin Dawson

If you want to send a blind copy, for example copy a letter to Martin Dawson but not let the main recipient to know this, put “bcc” on the copy to Martin. 

Yours sincerely

F W Daniels

Accounts Manager

bcc:  Martin Dawson

White space
White space is the amount of the page that is not typed on.  Do not try to cram too much onto a page or it will be off-putting and difficult to read.  If you need to spread a letter on to a second page, carry over at least one paragraph along with the signing off.  This can be done by dropping the text on the first page by a couple of lines or by using some space at the bottom with “Continued/...”
Special notes for reports

Presentation is vital.  If your report does not invite reader, all the work you put into the content will be wasted.  The cover or first page needs to catch attention without being over-the-top.  Thereafter, every page should look easy on the eye.  To achieve this:

· make sure there is plenty of white space, use margins of around three centimetres and put three lines between sections;

· use a font that is easy to read and sensibly sized (usually 12 point);

· use bold type for headings and size them in relation to their importance.
Numbering
Consider at the structuring stage which numbering you are going to use, depending on the number of sub-sections.  For example, you could use:


3

3.1


(a)

Or you may need another grade of sub-section which will mean using:
3

3.1


3.1.1


(a)

Decide what is necessary and then be consistent throughout the report.  Don’t use the second option above, but then in section seven use:



7


7.1


(a)

In fact, you can use any numbering system so long as it is clear, simple, logical and you stick to it without exception throughout the report.  

Layout
The following are the two most common styles of layout:

	3.
Heading

Text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text.


3.1
Sub-heading


Text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text.



3.1.1
Text, text, text, text, text, text, text, text, text, text, text.



3.1.2
Text, text, text, text, text, text, text, text, text, text, text, text, text, text, text.


	3.
Heading

Text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text.

3.1
Sub-heading

Text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text, text.

3.1.1
Text, text, text, text, text, text, text, text, text, text, text.

3.1.2
Text, text, text, text, text, text, text, text, text, text, text, text, text, text, text.




The layout overleaf assumes four ‘levels’ of information, the last of which are simply bullet points (not needing a heading)

Main Heading of a Report
18 point bold; could 


be a contrasting font

Introduction
Does not have to have


a heading
1.
Main section heading
16 point bold


Main text is 12 point.  


1.1
Sub-section heading
14 point bold



Text continues in 12 point



1.1.1
Sub-sub section heading
13 point bold




Text continues in 12 point




(a)
Unlikely to have headings by this stage.





Extra line space in here.

2.
Main section heading

If you only have two or three ‘levels’ of information, you might want to change to:


Main Heading of Report
16 point bold (or 18)

Introduction


1.
Main section heading
14 point bold


Main text is 12 point.  


1.1
Sub-section heading
13 point bold




Text continues in 12 point




(a)
Unlikely to have headings by this stage.
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