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What	do	you	capitalize	in	to	whom	it	may	concern

“To	whom	it	may	concern”	seems	at	first	glance	to	be	an	all-purpose	phrase,	perfect	to	slap	on	each	email	you	send.	Many	email-writing	novices	fall	down	the	"To	whom	it	may	concern"	rabbit	hole,	plastering	it	at	the	beginning	of	every	single	email	until	their	"Command"	and	"V"	keys	are	worn	out.	Yet	unfortunately	for	"To	whom	it	may	concern"
fanatics,	the	English	language	is	incredibly	nuanced,	and	sometimes	the	context	in	which	you	are	writing	demands	a	different	salutation.	“To	whom	it	may	concern”	works	well	in	cases	where	you	don’t	know	the	name	of	your	recipient(s)	and	want	to	come	across	as	respectful,	but	in	other	contexts,	it	is	not	the	most	appropriate	choice;	and	in	some
moments,	it’s	not	an	appropriate	choice	at	all.	Read	on	for	salutation	suggestions	that	are	catered	to	specific	contexts.	Salutations.	1.	Dear	[recipient’s	name],In	every	case	—	always,	always,	always	—	it	is	most	appropriate	to	address	your	letter	to	its	recipient	by	name.	This	simple	act	automatically	makes	your	correspondence	more	respectful,	and
it’s	incredibly	easy	to	perform:	the	amount	of	information	available	online	to	the	public	is	astounding.	You	really	have	no	excuse	for	not	at	least	attempting	to	research	the	recipient’s	name.	It	shows	a	certain	amount	of	initiative,	which	further	demonstrates	your	interest	in	the	company;	it	might	mean	the	difference	between	your	letter	being	read	and
tossed	aside.	A	safe	bet	with	this	salutation	is	to	write	“Dear	[First	Name]	[Last	Name],”	in	order	to	avoid	accidentally	messing	up	the	pronouns	of	your	recipient;	if	you’re	uncomfortable	using	their	first	name,	use	a	respectful	abbreviation	(Mrs.,	Mr.,	Mx.,	Dr.,	etc.)	and	their	last	name.	2.	Dear	Sir	or	Madam,	Though	laced	with	cisnormativity	(the
assumption	that	everyone	you	meet	identifies	with	the	sex	assigned	to	them	at	birth),	this	greeting	is	a	fine	failsafe	if	you	really,	really	cannot	find	the	name	of	the	recipient	of	your	email.	In	some	ways,	this	salutation	can	actually	be	more	effective	than	“To	whom	it	may	concern,”	because	when	you	specify	that	you	are	writing	to	a	specific	Sir	or
Madam	as	opposed	to	a	“concerned”	party,	the	email	seems	more	urgent	and	is	likely	to	garner	more	attention.	(Unfortunately,	gender-neutral	honorifics	do	not	currently	exist	in	English	—	which	is	another	reason	why	finding	the	name	of	the	recipient	of	your	correspondence	is	preferable.)3.	Dear	[job	title]	or	[department],In	moments	when	you
know	the	job	title	of	your	recipient	but	not	their	name,	this	greeting	is	the	best	way	to	go.	It	has	a	very	serious	tone	and	will	capture	the	recipient's	attention	for	that	reason.	The	only	drawback	to	this	salutation	is	that	you	might	not	get	a	response	as	quickly	if	you	address	your	email	to	the	entire	department,	seeing	as	a	department	is	usually	made	up
of	multiple	people,	and	your	email	might	have	to	pass	through	several	hands	before	they	respond.4.	Good	afternoon!This	salutation	is	great	for	less	formal	mail,	such	as	an	insert	form	on	a	website	or	a	mass	email	asking	your	coworkers	to	participate	in	Secret	Santa.	It	is	less	appropriate	in	a	cover	letter,	where	the	ultimate	goal	is	to	convince	the
reader	that	you	are	a	serious	applicant	to	be	considered	for	the	job.	With	that	said,	by	all	means	use	“Good	afternoon”	when	you’re	reaching	out	to	someone	that	will	not	decide	your	career	path	—	you’ll	come	off	as	affable	and	charming.	5.	Hello,	/	Hello	all,	More	informal	still	than	“Good	afternoon”	is	a	plain	old	“Hello,”	which	you	should	use
sparingly.	This	greeting	is	most	appropriate	when	sending	out	a	group	email	to	coworkers	whose	names	you	can’t	be	bothered	to	specify.	It	communicates	a	certain	level	of	intimacy	between	you	and	your	recipient,	so	it’s	certainly	not	meant	for	your	cover	letter,	but	in	more	casual	settings	it	is	a	great,	friendly	greeting.	6.	Greetings,This	salutation	is
perhaps	a	tad	archaic,	but	it	works	both	in	formal	and	casual	contexts	as	a	salutation	to	many	or	to	only	one	person.	It	gives	the	sense	that	you’re	about	to	present	information,	like	an	invitation	to	an	event,	instead	of	asking	a	question	—	it’s	similar	to	an	actor	exiting	the	curtain	and	welcoming	the	audience	to	a	show.	Its	multipurpose	nature	earned	it
a	spot	on	this	list;	however,	it	still	would	not	be	appropriate	in	a	cover	letter.	Use	“Greetings”	in	mail	you	send	to	professors,	colleagues	you	don’t	know	well	or	your	whole	croquet	club	listserv	when	suggesting	a	postponement	of	the	upcoming	match.How	do	you	address	a	cover	letter	without	a	name?Even	if	you	absolutely	cannot	find	a	name	to
address	your	cover	letter	to,	you	still	need	to	include	a	greeting	at	the	top	of	the	document.	The	most	well-suited	salutation	for	a	cover	letter	is	“Dear	[job	title];”	if	you	address	your	cover	letter	as	“Dear	hiring	manager,”	it	will	reach	its	recipient	directly	without	delay,	and	prove	your	interest	in	the	position	almost	as	well	as	if	you	were	to	use	the
hiring	manager’s	actual	name.	Another	good	choice	is	to	use	“Dear	Sir	or	Madam,”	which	will	similarly	communicate	respect	and	urgency.	Both	of	these	options	are	better	than	“To	whom	it	may	concern”	due	to	their	direct	nature.	Plus,	“To	whom	it	may	concern”	is	a	pretty	dated	phrase,	and	you	don’t	want	to	seem	like	you’re	thoughtlessly	following
tradition	in	the	context	of	a	cover	letter.With	more	options	available	to	you	than	simply	“To	whom	it	may	concern,”	you	can	rest	easy	knowing	that	there	exists	a	perfect	salutation	for	your	specific	situation.		Of	course,	you	should	still	search	LinkedIn,	the	company’s	website	and	even	Twitter	before	resorting	to	labeling	your	recipient	anonymous	—
even	the	most	media-averse	employees	leave	traces	online.	At	the	end	of	the	day,		you	may	not	always	be	able	to	locate	the	name	of	your	recipient,	but	at	least	now	you	have	a	few	methods	to	apply	in	order	to	traverse	that	uncomfortable	anonymous	terrain.Don’t	miss	out	on	articles	like	these.	Sign	up!	-About	the	Career	Expert:Hannah	Berman	is	an
editor,	writer	and	educator.	She	is	currently	pursuing	a	Master	of	Education	degree	at	Johns	Hopkins	University.	Writing	a	letter	with	the	title	To	Whom	It	May	Concern?	Here	is	everything	you	must	know	before	drafting	one.	Read	on!	To	whom	it	may	concern	To	Whom	It	May	Concern	is	a	letter	salutation	that	is	used	in	business	correspondence
when	you	don’t	have	a	specific	person	to	whom	you	are	addressing,	or	when	you	don’t	know	the	name	of	the	person	to	whom	you	are	writing	the	letter.		Purpose	of	To	whom	it	may	concern	letter	To	Whom	It	May	Concern	is	a	letter	greeting	used	when	you	are	unsure	about	the	person’s	name	whom	you	are	addressing	in	the	letter.	It	is	useful	to	write
letters	when	you	don’t	have	time	or	couldn’t	find	the	name	of	the	person.	Also	Read:	Two	weeks	notice	letter	|	A	comprehensive	guide	10	tips	to	note	while	using	To	whom	it	may	concern	The	letter	greeting	To	Whom	It	May	Concern	should	ideally	be	avoided	as	it	has	become	obsolete	and	considered	stuffy.	Here	are	the	top	10	tips	you	must	keep	in
mind	while	using	it	in	your	letter,	1.	To	Whom	It	May	Concern	Capitalized	While	using	the	letter	salutation,	remember	to	make	the	first	letter	of	each	word	in	capital.	Anything	else	might	create	a	negative	impression	on	the	reader.	This	is	the	first	and	foremost	rule	while	using	To	Whom	It	May	Concern.	2.	To	Whom	It	May	Concern	cover	letter	is
considered	lazy	In	today’s	world,	finding	a	name	on	the	Internet	has	become	very	easy.	Try	to	use	the	exact	name	of	the	person	if	possible.	Using	To	Whom	It	May	Concern	might	portray	you	as	a	lazy	person	in	front	of	the	recipient.	3.	Never	use	To	Whomever	It	May	Concern	Do	not	use	To	Whomever	It	May	Concern	instead	of	To	Whom	It	May
Concern	as	it	is	grammatically	incorrect.	You	do	not	want	to	use	the	wrong	greeting	while	sending	an	official	letter.	Ensure	that	the	salutation	you	use	is	grammatically	correct.	4.	Use	To	Whom	This	May	Concern	only	when	recipient	is	unclear	Use	it	to	address	someone	only	if	the	recipient’s	name	is	unclear.	Try	to	avoid	using	this	salutation	as	it
seems	to	be	old	and	stuffy.	It	can	also	be	used	while	lodging	a	customer	service	complaint.		5.	Try	to	avoid	To	Whom	This	May	Concern	letters	Do	everything	you	can	to	find	out	the	recipient’s	name	and	address	before	deciding	to	use	it	in	your	letter.	It	is	an	outdated	greeting	and	there	are	many	other	alternatives	for	starting	a	letter.	6.	Also	be
written	as	To	Whom	This	May	Concern	It	might	also	be	written	as	To	Whom	This	May	Concern.	Both	these	versions	are	correct	and	can	be	used	interchangeably.	The	only	thing	to	remember	is	to	capitalize	the	first	letter	of	each	word	without	fail.	7.	Double-space	after	To	Whom	This	May	Concern	There	are	few	rules	which	are	mandatory	while	using
it	salutation	in	your	official	letter.	Give	double	space	after	writing	To	Whom	It	May	Concern	and	before	beginning	the	rest	of	your	letter.			8.	When	is	To	Whom	This	May	Concern	rude?	It’s	not	considered	rude	to	use	it	in	your	cover	letters,	proposal	letters,	and	other	correspondence.	This	salutation	works	well	when	you	don’t	know	the	recipient’s
name	and	want	to	come	across	as	polite	and	respectful.	9.	Prefer	Hello	to	To	Whom	This	May	Concern	Hello	is	a	casual	salutation	that	is	useful	when	using	informal	correspondence	such	as	emails,	memos,	or	direct	messages	on	social	media.	In	such	cases,	you	can	entirely	skip	using	it	in	your	letter	and	start	with	Hello.	10.	To	Whomsoever	Concerned
is	obsolete	To	Whomsoever	Considered	is	considered	archaic	and	unnecessary	in	recent	times.	We	live	in	an	age	of	information	and	finding	the	name	is	not	that	difficult	making	generic	greetings	obsolete.	To	Whom	It	May	Concern	works	well	if	you	are	sending	copies	to	multiple	people.	Also	Read:	Best	online	whiteboards	|	Everything	you	must	know
To	whom	it	may	concern	alternative	words	to	use	It	is	possible	that	you	have	made	every	effort	to	find	the	name	of	the	person	you	wish	to	address	but	have	had	no	luck.	You	can	still	avoid	using	it	and	instead	use	these	alternative	greetings,	1.	Use	Dear	Sir	or	Madam	vs	To	Whom	It	May	Concern	Dear	is	a	classic	salutation	that	is	much	more	common
in	modern	letter-writing	due	to	its	simplicity	and	versatility.	To	punctuate	this	greeting	properly,	Use	a	comma	after	Dear	Sir/	Dear	Madam.	2.	To	Whom	It	May	Concern	alternatives	such	as	Dear	[Department]	While	writing	professional	letters	or	corresponding	with	business	heads,	it	is	acceptable	to	address	the	letter	to	the	Department.	For	example,
Dear	Hiring	Department	This	can	be	used	when	the	name	of	the	person	cannot	be	found.	3.	Alternative	of	To	Whom	It	May	Concern	such	as	Dear	[Role]	If	you	are	writing	an	official	letter	or	corresponding	with	companies,	it	is	advisable	to	address	the	letter	to	the	representative	of	a	position	in	case	the	exact	name	is	not	known.	For	example,	Dear
regional	Apparel	Buyer.	4.	Other	ways	to	say	To	Whom	It	May	Concern	such	as	Hello	Another	alternative	is	the	casual	and	more	popular	salutation	Hello.	This	can	be	used	along	with	a	name,	job	title,	or	department.	For	example,	Hello	John	(name),	Hello	Customer	Care	Team	(role).		5.	To	Whom	It	May	Concern	synonyms	If	you	wish	to	avoid	using	it
at	all	costs,	there	are	several	other	salutations	to	consider.	For	example:	Dear	[Recipient’s	name],	Dear	[job	title]	or	[department],	Greetings,	Good	Afternoon,	Hello,	Hello	All,	Dear	[Department]	team,	Dear	Sir/Madam,	etc.	Also	Read:	Best	Calendar	Apps	|	A	complete	guide	To	whom	it	may	concern	email	formatting	tips	To	Whom	It	May	Concern
might	be	obsolete	in	today’s	time	but	you	should	know	how	to	use	it	properly.	While	writing	the	email,	there	are	a	few	formatting	tips	that	one	should	keep	in	mind,	1.	To	Whom	It	May	Concern	letter	format	While	using	it	in	a	letter,	capitalize	the	first	letter	of	each	word.	Use	a	colon	after	To	Whom	It	May	Concern	instead	of	a	comma	and	finally	add	a
double	space	or	space	before	beginning	the	letter.	2.	Business	letter	format	To	Whom	It	May	Concern	It	is	a	very	formal	salutation	that	is	used	while	writing	business	letters	when	the	name	of	the	recipient	is	not	known.	Capitalize	the	first	letter	of	all	five	words,	put	a	colon	after	the	greeting,	and	lastly	add	a	space.	3.	How	do	you	write	To	Whom	It
May	Concern	Always	ensure	that	the	first	letter	of	all	the	words	is	capitalized	while	writing	To	Whom	It	May	Concern.	The	salutation	is	considered	stuffy,	lazy,	and	outdated	but	if	you	still	have	to	use	it	make	sure	that	you	are	using	it	in	the	right	manner.	4.	How	to	start	a	letter	To	Whom	It	May	Concern	Start	a	letter	by	writing	To	Whom	It	May
Concern	when	you	are	unaware	of	the	name	of	the	recipient.	Add	a	space	or	a	double	space	between	the	greeting	and	the	body	of	the	letter.	5.	To	Whom	It	May	Concern	punctuation	Always	follow	To	Whom	It	May	Concern	with	a	colon.	Do	not	use	a	comma	after	using	the	letter	salutation	as	it	is	grammatically	incorrect.	It	is	a	business	formal
salutation	so	you	should	focus	on	the	right	formatting.	Also	Read:	Presentation	Software	|	Critical	items	that	you	must	know!	Frequently	used	To	Whom	It	May	Concern	letter	sample	It	must	be	avoided	at	all	costs	as	it	is	considered	overly	formal.	The	phrase	can	be	used	in	a	few	situations	such	as	Cover	letter,	Client	introduction,	Referral	Letter,
Recommendation	Letter,	Company	suggestions	or	Feedback,	Prospecting	message,	etc.	1.	To	Whom	It	May	Concern	a	letter	of	recommendation	If	you	are	providing	a	recommendation	for	a	former	colleague,	the	request	might	come	through	an	automated	channel	and	you	wouldn’t	have	any	information	regarding	the	hiring	manager.	In	such	cases,	you
can	use	the	salutation.	To	Whom	It	May	Concern	John	was	an	excellent	employee	during	his	seven	years	at	ABC	company.	He	took	his	work	very	seriously,	volunteered	for	projects	outside	his	regular	duties	(i.e.,	volunteer	community	service	and	event	organizer),	and	was	our	top-performing	developer	for	three	consecutive	years.	I	would	highly
recommend	him	for	this	position.	Regards,	Michael	Cooper	2.	Business	letter	To	Whom	It	May	Concern	Write	Grievance	letters	to	businesses	by	using	the	salutation	if	you’re	unclear	about	the	recipient	name,	To	Whom	It	May	Concern	I	have	been	a	devoted	customer	of	your	company	for	the	past	7	years.	I	am	writing	to	complain	about	the
unsatisfactory	service	that	I	received	recently.	I	ordered	a	(product)	from	(	store)	on	(date).	The	product	delivered	to	me	is	not	working	properly.	Despite	being	brand	new,	it	has	(mention	the	problem).	I	am	very	disappointed.	I	expect	that	this	is	dealt	with	as	early	as	possible.	Sincerely,	(Signature	and	name)	Also	Read:	Employment	Contracts	|	A
how-to	guide	for	everyone	3.	Cover	letters	To	Whom	It	May	Concern	Use	this	general	salutation	when	you	are	not	sure	about	the	name	of	the	hiring	manager	and	still	want	to	send	your	cover	letter	across,	To	Whom	It	May	Concern	I	was	excited	to	see	your	ad	for	the	assistant	position	in	your	ABC	offices.	I	have	five	years	of	experience	as	an
assistant/associate.	In	my	most	recent	role	at	XYZ	Corp.,	I	fulfilled	orders,	resolved	customer	issues,	ordered	supplies,	and	prepared	reports.	My	other	skills	include	Skill	#1	Skill	#2	Skill	#3	Skill	#4	Skill	#5	I’ve	included	my	resume	for	your	review.	Thank	you	for	your	consideration.	Sincerely,	Signature	(hard	copy	letter)	Jane	Doe	4.	To	Whom	It	May
Concern	letter	of	support	While	writing	a	letter	of	support	for	someone	and	you	aren’t	aware	of	whom	to	address,	To	Whom	It	May	Concern	I	have	known	Jane	Doe	for	4	years	and	have	had	the	opportunity	to	be	her	Maths	Teacher.	Her	diligence	and	willingness	to	follow	instructions	have	made	her	a	joy	to	teach.	I	am	happy	to	provide	this	letter	for
reference	to	the	XYZ	Foundation	Scholarship	Committee	on	behalf	of	Jane	Doe.	If	you	require	further	information,	please	do	not	hesitate	to	contact	me	at	XYZ	School.	Respectfully,	Jane	Jackson,	HS	Teacher	5.	To	Whom	It	May	Concern	reference	letter	Writing	a	reference	letter	for	a	colleague	or	team	member	without	knowing	the	hiring	manager.	To
Whom	It	May	Concern	John	Cooper	has	worked	with	me	at	XYZ	Company	for	five	years	and	has	continually	impressed	me	with	his	professionalism.	During	his	time	at	this	company,	he	has	played	a	tremendous	role	in	the	success	of	our	marketing	department.	I	would	highly	recommend	Jonathan	for	the	position	of	Director	of	Marketing	at	your
company.	If	you	have	any	questions	regarding	Jonathan’s	abilities,	please	do	not	hesitate	to	contact	me.	Sincerely,	Jane	Doe	Megha	is	a	content	writer	with	sharp	technical	skills,	owing	to	her	past	experience	in	networking	and	telecom	domains.	She	focuses	on	various	topics	including	productivity,	remote	work,	people	management,	technology,
market	trends,	and	workspace	collaboration.
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