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NATIONAL HEADQUARTERS
CIVIL AIR PATROL
UNITED STATES AIR FORCE AUXILIARY

105 South Hansell Street

MAXWELL AIR FORCE BASE, ALABAMA 36112-5937
Insert Date Here
Mr. John Doe
Name of Company

Address
City St Zip Code
Dear Sir or Dear Mr. Doe

This is a sample format of the Civil Air Patrol (CAP) business style letter which may be used for correspondence with private concerns and individuals not connected with CAP.

Type or stamp the date on the right margin of the memorandum and on the third line below the last line of the letterhead.  Indicate the date in the format of day, month, and year; for example, 5 Mar 10 or 5 March 2010.

Type the "to" address four lines below the date.


Type the salutation two lines below the last line of address.  Start the first paragraph two lines below the last line of the salutation.  Do not number paragraphs.  Indent all paragraphs.


Type the complimentary close "Sincerely" two lines below the text, beginning at the center of the page. Type the signature element five lines below and flush with the complimentary close.

Type "Attachment(s) at the left margin, three lines below the signature element.  Type "cc:" at left margin, two lines below the attachment element; if there is no attachment element, type the courtesy listing three lines below the signature element.

Sincerely

INSERT NAME HERE
Add Title Here
Attachments:

1. ----------

2. ----------

cc:

--------------

