Business Letter Quiz

Label each part of the letter below and identify the correct spacing between parts by using
SS, DS, TS, or QS.

1)XXXXXXXXKXXKXXXX

2)XXXXXXXXXXKXXXXXXK
XXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXX

3)XXXXXKXXXXRXXXXXXXXXXXXKXXX

L) OV 000000009000 0.0 0000000000 0II 0PI O IIOI IO OIIOIIII OO OI OV IIOIIOI 09000000
V0,0,0.0.0.0.0,0.0.0.0.0.0,0.9.0.0.0,0:0.9.0.0.0,0.9.90,0.0,0.0.99.0.0.9.900.0,0.9.00.0,0.9.900.0,0.9900,.0,0.000.0,0.9900,.0,0.99 00,000,000
V0,0,0.0.0.0.0,0.0.0.0.0.0,0.9.0.0.0,0:0.9.0.0.0,0.9.90,0.0,0.0.99.0.0.9.900.0,09.00.0,0.9.900.0,0.9900,.0,0.000.0,0.9900,.0,0.99 00,000,000
XXXXXXXXXXXXXXXXXXXXXX

) 9,9,9.9.9.9.0,0.0.0.0.0.0.0.0.9.9.0.9.0.0.0.0.0.0.9.0.0.0.0.9.9.9.9.0.0.0.0.0.0.0.0.0.0.9.9.9.9.9.0,0.0.0.0.0.0.0.0.9.9.9.9.9.0,0.0.0.0.0.0.0,0.0.9.9.0.0.0,0..4
) 9,9,9.9.9.9.0,0.0.0.0.0.0.0.0.9.9.0.9.0.0.0.0.0.0.9.0.0.0.0.9.9.9.9.9.0.0.0.0.0.0.0.0.0.9.9.9.9.9.0,0.0.0.0.0.0.0.0.0.9.9.9.9.0,0.0.9.0.0.0.0,0.0.0.9.0.0.0,0..4
) 9,9,9.9.9.9.0,0,:0.0.0.0.0.0.0.9.9.0.9.0,:0,:0.0.0.0.0.0.0.0.0.0.9.9.0.9.0.0.0.0.0.0.0.0.0.9.9.9.0.0.0.0.0.0.00,0.0.9.9.9.9.0.0.0.0.0.0.0.0.0.9.0.9.9.9,0.0.0,0 ¢
) 9,9,9.9.9.9.0,0,:0.0,0.0.0.0.0,0.9.9.9.:9.9..0,0,0.0.0.0¢,¢,¢.¢.0.0.0:¢

) 9,9,9.9.9.9.0,0.0.0.0.0.0.0.9.9.9.0.9.0.:0.0.0.0.0.0.0.0.0.0.0.0.9.9.9.0.0.0.0.0.0.0.0.0.9.9.9.0.9:0.0.0.0.00.0.0.0.9.9.9.9.9.0.0.0.0.0.0.0.0,0.0.9.9.0.0.0,0.0.4
) 9,9,9.9.9.9.0,0.0.0.0.0.0.0.9.9.9.0.9.0.0.0.0.0.0.0.0.0.0.0.0.0.9.9.0.0.0.0.0.0.0.0.0.0.9.9.9.0.9:0.0.0.0.00.0.0,0.0.9.0.9.9.0.0.0.0.0.0.0.0,0.0.9.9.0.0.0,0.0.¢
) 9,9,9.9.9.9.0,0:0.0.0.0.0.0.9.9.0.0.9.:0.:0,:0.0.0.0.9.0.0.0.0.0.9.0.0.9.0.0.0.0.0.0.0.0.0.9.9.9.0.9.0.0.0.9.¢.0.9.0.9.9.0.0.9.0.0.0.0.0.0.0.9.9.0.0..0.0.0.0.0 ¢
) 9,9,9.0.9.9.0,0.0.0.0.0.0.0.9.9.9.0.9.0.0.:0.0,0.0.9.0.0.0.0.0.0.9.9.9,0.0.0.0.0.0.0.0.0.9.9.9.0.9:0.0.0.0.0 0.0.0.0.0.9.0.9.9.0.0.0.0.0.0.0.0,0.0.0.9.0.0.0,0.0.4
) 9,9,9.9.9.9.0,0.0.0.0.0.0.0.9.9.9.0.9.0,0,:0,:0,0.0.0.0.0.0.9.0.0.0.0,0.0.¢

5)XXKXXXXXXXXXXXX

B6)XXXXXXXXXXXXXXKXXXXXKXKK, XXXXXXX
7)XX

8) XXX XXXXXXXXXXXXXXKX

1) 2)
3) 4)
5) 6)
7) 8)




