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@ Block-style business letter

Letterhead

date

attention line

inside address

subject line
Salutation

body of letter

complimentary
close

signature line

ref. initials
enclosure (s)

copy to
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ABC Company

00 Wilson Street

New York, NY 00000
Tel. (000) 000-0000

Fax: (000) 000-0000 |,

July 12, 2009
Confidential

Mrs. Diane Warner

President

XYZ Company, Inc.
000 West 59th Street
Chicago, IL 00000

Subject: Block-style Letter

Dear Mrs. Warner:

This is an example of a full block-style letter, one of the most frequently

Y Y Y

\

N
)

used forms for writing business letters in the international business world. As ~

you can see, there are no indentations. All lines are typed against the left-
hand margin.

The block-style letter is very popular, because it is not only simple to use but
also reflects efficiency. If you have any additional questions about the layout
of a block-style business letter, please do not hesitate to call me at (000)
000-0000.

Sincerely yours,

John A. Hickman
Executive Vice President

JAH: gws
Enclosure: 1 brochure
cc: Mary Davis
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& Modified block-style business letter

Mr. Matthew Ridgewood
Director of Human Resources
ABC Company

00 Berkshire Square, Suite 1288
Arlington, VA 00000

Dear Mr. Ridgewood:

Re: Modified Block-style Letter

Mirkovich company
00 Levitt Boulevard
Rutherford, NJ 00000
Tel. (000) 000-0000
Fax: (000) 000-0000

August 17, 2009

This is an example of a modified block-style letter. As you can see, there are no indentations. All
lines are typed against the left-hand margin with the exception of the dateline and complimentary
closing, which are typed slightly to the right of the page center.

If you have any additional questions about the modified block-style business letter, please do not

hesitate to contact me immediately.

SBT: pr
Encls. 2 brochures
cc. Alexander Haigh, Marcia Klein

Cordially,

Sharon B. Tate
Vice President
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