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The Layout of a Business Letter

Forms of a Business Letter

Although formality in business letter writing is rapidly giving
way to a less conventional and more friendly style, the layout still
follows a more or less set pattern determined by custom. It is safe to
follow established practice so as to avoid confusion and waste of time
for both sender and receiver.

Basically, two main patterns of layout are in current use — the
conventional indented style (vide P3) and the modern blocked style
(vide P4). Following traditional British practice the indented style
takes in five or six spaces in the first line of each paragraph in the
body of the letter, though deeper indentations than these are some-
times preferred. Consistency in use is, however, the important
point.

The practice of displaying business letters in the blocked style is
now quite common. Its outstanding feature is that all typing lines,
including those for the date, inside name and address, salutation,
subject heading and complimentary close, begins at the left-hand
margin.

However the inconvenience of paragraph indentations in the in-
dented form and the loss of clarity occasioned by the absence of in-
dentation in the blocked style give birth to the third pattern of lay-
out—modified blocked style (vide P5), where the date (sometimes
also Reference Numbers) is placed on the upper right-hand side of
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the paper to achieve eye-catching effect.
Good form in letter-writing, like good form in any other activi-
ty, comes from making correct practice habitual. It is a good plan to

adopt one form of layout and to stick to it.



