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MANAGING 
CORRESPONDENCE & 

MAIL

CORRESPONDENCE 
SUPPLIES

• Letterhead
•Watermark
• Envelopes
–No. 10
–No. 6
–Tan Kraft
–Padded

WRITTEN 
CORRESPONDENCE

• Parts of a letter:
– Dateline
– Inside Address
• Courtesy title
• Numerals
• Abbreviations
• State abbreviations 

– California - CA
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PARTS OF A LETTER
• Attention line
• Salutation
• Subject line
• Body
• Complimentary closing
• Signature block
• Identification line
• Notations

LETTER FORMAT

• Margins

• Body

• Sentence length

• Paragraph length

LETTER STYLES

• Full block

• Modified block

• Modified block with indented paragraphs

• Simplified
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EFFECTIVE WRITING
Tone

Purpose

Concise

Clarity

Voice

EDITING & 
PROOFREADING

• Editing
– language useage
– content

• Proofreading
– formatting errors
– data errors
– mechanical errors
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PREPARING OUTGOING 
MAIL

• Signatures
• Preparing envelopes
– address placement
– address format

• Folding & inserting mail
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UNITED STATES POSTAL 
SERVICE

• Postal rates, scales & meters

• Regular mail service:
– First Class
– Fourth Class
– Priority
– Express

SPECIAL POSTAL 
SERVICES

• Special delivery
• Certified
• Return receipt requested
• Registered mail
• International mail
• Tracing mail

OTHER DELIVERY 
SERVICES

• United Parcel Services

• Express delivery services

• Messengers
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PROCESSING INCOMING 
MAIL

Sorting
Opening
Recording
Annotating
Distributing

Standard Memo Format

MEMORANDUM

DATE: Current Date
TO: Recipient’s Name
FROM: Sender’s Name
SUBJECT: Description of Subject
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HANDLING DRUG 
SAMPLES

Proper & effective 
management of 

correspondence & mail is 
essential to promoting a 

positive professional office 
image.


