
STANDARD BUSINESS WRITING FONT TYPES

Times New Roman also remains the default font for many word processing programs. When using Times New Roman in
a business letter, set.

Tips on Font Style In addition, avoid writing in all capital letters when you format your letter. Arial can be
read at small sizes and also is most commonly used at point for professional letters. If this is a cover letter, an
error might even cost you a job offer. Garamond More graceful than some of its sans serif friends, Garamond
might suit artistic types more than bankers or executives. A good rule of thumb is to use serif for headlines if
the body text is in sans serif, and vice versa. Headings, on the other hand, can be larger than a point font if you
need to add emphasis. Capital H's, for example, on all serif fonts have small horizontal strokes at the foot of
each vertical stroke which look a bit like tiny feet and typically have a corresponding pair of small horizontal
strokes at the top of each vertical stroke. When writing formal letters, of course, you want to make sure the
content of your letter is clear and easy to understand. Continue Reading. A squished letter without enough
spacing is hard to read. A font should also never take the focus away from your content, so avoid fonts that are
goofy or decorative. The font size should be 10 or 12 points. Highlight the content of your letter. If your letter
has a heading such as a heading with your name and contact information , you might choose to make the
heading font slightly larger 14 or  The primary font simply isn't appropriate for a business document. Try
some different fonts and font sizes until the letter fits onto one page. Business letters should always be printed
on white bond paper rather than on colored paper or personal stationery. A Sans Serif font doesn't contain
decorative flourishes at the end of the strokes.. A serif font such as Times and Garamond are popular,
particularly on computers, and have the same major strokes as a sans-serif font, with the addition of some
minor strokes. However, some serif fonts, such as Georgia, have been specifically designed to display well
even on low-resolution screens and you can see it in action on the New York Times website. Leave a blank
line after the salutation and before the closing. Your support has meant so much to me. In a word, no. One way
to keep it simple is to only use one or two fonts per document. Readability Another thing to consider when
choosing a font is how readable it is. One of the first decisions to make when choosing the right font for a
business letter is whether it should be a serif or sans-serif font. When it comes to official paperwork,
appearanceâ€”specifically, the fontâ€”can go a long way in projecting significance. Fonts can have quite
distinct personalities. Business Letter Layout Example. Pairing fonts Fonts often look their best when paired
in a complementary fashion, where one is used for headlines and another for body text. Related Articles. So is
your use of an appropriate salutation and closing, your spelling and grammar, and the tone you employ.
Consider playing with the spacing and margins as well. By using a professional font throughout the memo, the
author's content is clear and free of distraction.


