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Create your heading, inside address, and salutation. 
Follow the instructions to record the first key parts of your letter. First, write your mailing address in the heading. Then record the inside address of the reader or organization you are applying to. Finally, write your salutation.

1. Heading: Write your mailing address and the current date on three separate lines.




2. Inside Address: Write the inside address of the name, organization title, and address of your reader.





3. Salutation: Write your polite greeting to the reader, beginning with the word "Dear." 
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