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1) Dates HHA

N5 ARSI

25 September 2009 25th September, 2009
8 August 2010 August 8th,2010

2) Names and titles & 0L #7
45 BAAYEATAR

Mr G P Ashe

Chiel Executive

3) Address it
FBATRAMNE
Ashe Publication Pte Ltd
#03-45 Ashe Towers

212 Holland Avenue
Singapore 2535

4) Salutation FRFFIE

K AHES

Dear Jean

5) Complimentary close (ER&EEE
REEHEAHES

Yours sincerely
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——— 12 November 201—
/ Mr Alan Hill
| General Manager
/ Long Printing Co Ltd
34 Wood Lane
WC1 8TJ

Dear Alan

FULLY BLOCKED LETTER LAYOUT

This layout has become firmly established as the most popular way of
setting out letters, fax messages, memos, reports — in fact all business
The main feature of fully blocked style is that all lines

communication.
begin at the left-hand margin.

to use commas minimally,
sion would make the sense of the message unclear.

Cousistency is important in layout and spacing of all documents.
usual to leave just one clear line space between each section.

| enclose some other examples of fully biocked layout as used in fax

messages and memoranda.

Mostpeople agree that this layout is very attractive and easy to produce

as well as businesslike.
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" Yours sincerely

“~__ | >SHIRLEY TAYLOR (Miss)
\Training Specialist

-
S~ Enc

——— Copy Pradeep Jethi, Publisher
Ameliaa Lakin, Acquisitions Executive

Financcial Times Prentice Hail

Telephone:+44(0)1279 623623
Facsimile:+44(0)1279 431059

Open punctuation is usually used with the fully blocked layout. This
means that no punctuation marks are necessary in the reference, date
address, salutation and closing section. Of course essential punctuation
must still be used in the text of the message itself. However, remember
they should be used only when their omis-



6) Abbreviations 45RgiE
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Mr Mr.
Dr Dr.
IBM I.B.M
PS P.S.
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Thank you for your letter of. . .
It was good to meet you again at last week’s conference.

We wish to hold our annual conference at a London hotel in September.
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3. Conclusion ( Action or Response) i ({TEhsER)
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o fikdE ERAATT IR A SR REUAT SN

xamples

Please let me have full details of the costs involved together with some sample
menus.
If payment is not received within seven days this matter will be placed in the

hands of our solicitor.
Close &E

LR E R R E A — T8 R BN SR AT

I look forward to meeting you soon.

I look forward to seeing you at next month’s conference.
A prompt reply would be appreciated.

Please let me know if you need any further information.
TS HIE R T8, A

Hope to hear from you soon.

Looking forward to hearing from you.



