
CIRCULAR LETTERS
EDPM 



DEFINITION OF CIRCULAR LETTER

 Circular letters are identical 

letters that are sent out to a large 

group of recipients 

 The recipients all have the same 

interest 

 Letter is prepared once only and 

then duplicated

 Mail merge can be used to 

personalize letter (individual 

addresses)



DEFINITION OF CIRCULAR LETTER

 Letter is usually brief 

 No plural form should be used 

for salutation (e.g. Dear 

customers). One recipient will 

receive the letter 



USAGE OF CIRCULAR LETTERS

 Internal circulars to staff 

members (e.g. formal 

administrative matters)

 School sending letter to parents

 Announcement of business 

developments (e.g. change of 

location)



GUIDELINES FOR PREPARING CIRCULAR LETTERS

 When typing the date you use the following:

 Date as postmarked (date stamped on the letter)

 The month and year only  (November, 2021)

 Full date (current date) – November 03, 2021 (Indented) or 03 November 2021 (blocked))



GUIDELINES FOR PREPARING CIRCULAR LETTERS

 For the addressee information type the following:

 A general name (e.g. All customers, Dear Sir/Madam, Dear Parents/Guardians 

 Use mail merge to add names of recipients (Dear <name>) 

 Personalized recipient information (Name and contact) – leave ten single line spaces (for 
mail merge) – multiple letters 



GUIDELINES FOR PREPARING CIRCULAR LETTERS

A tear-off or cut-off slip is a section 
that is filled out for return to the 
sender of the letter.

For the cut-off clip type the following:

 Use a continuous line to separate 
the letter from the slip

 Hyphen unspaced --------------

 Draw dotted line (insert menu –

Shapes)

 The line separates letter 



GUIDELINES FOR PREPARING CIRCULAR LETTERS

For the cut-off clip type the following:

 Change indentation – pull all over to left and right margin (for line)

 Insert scissors – symbol (wingdings)



GUIDELINES FOR PREPARING CIRCULAR LETTERS

 Two lines spaces after the 
separation line 

 The blank spaces to be filled on the 
slip use continuous lines_______ or 
unspaced full stops (……………..)

 Leave at least one space after a 
word before creating a writing line

 Leave double line spacing between 
writing lines

 Triple line spacing for signature 



GUIDELINES FOR PREPARING CIRCULAR LETTERS

 The blank spaces to be filled on the slip can use:

 continuous lines_______ or 

 unspaced full stops or continuous dots (……………..)



OTHER GUIDELINES FOR PREPARING CIRCULAR LETTERS

 Include the reply date

 Give instructions on return of tear-off slip:

 Use same heading (exclude logo)

 Use double spacing

 Use options/boxes where appropriate


