
HOW TO WRITE A BUSINESS LETTER IN BLOCK FORMAT EXAMPLE

For example, you might write Dear Chris Harmon: if you were unsure of Chris's gender. The most common layout of a
business letter is known as block format.

Only include your street address, city, state, and zip code. A proper one will have most or all of the elements
mentioned above. Then write the body of your letter as illustrated here, with no indentation at the beginnings
of paragraphs. Tip If you want to be taken seriously, make sure all of your punctuation is used correctly. But
whether you start with the month or not, do not abbreviate it â€” this rule stands. However, you can use other
sans-serif fonts such as Helvetica, Arial, Courier, or Geneva, also at size  Most of them are used in writing
practically any business letter. Try to put the full name, the way Dixie did: Margaret Edwards or at least M. In
the US the date starts with the month and in Europe, with the day. Check your template feature or the help
desk on your word processing program to see your options. The closing paragraph should restate the point of
the letter, and most importantly, include a call to action. Return Address or Letterhead? Understand your
reader well enough to anticipate how he or she will react when reading your letter. Include four line breaks
between the closing and your printed name to leave space for your signature. This is the most popular business
letter layout nowadays. These programs generally have many different style and format options. For
authoritative advice about all the variations, we highly recommend The Gregg Reference Manual, 9th ed.
Jones: Ah, business letter format-there are block formats, and indented formats, and modified block formats.
You can place it at the top of the page top center or top right side , or you can put your address at the end of
the letter after your signature and name, regardless of which format you use. Select the type you want to
emphasize, then click the Highlight button. Skip another line before the salutation, which should be followed
by a colon. A call to action is a passage that compels your reader to do something. October 28,  Dixie used the
courtesy title but it is more often omitted than not lately. Simply reiterate your reason for writing and thank the
reader for considering your request. Example of format when not using a letterhead: Part 2. You can refer to
our letters above to see some examples. Word can automatically color your company's name every time it
appears, making those entries easy to locate. Also, make sure to include their title â€” such as Dr. Written by
the Resume Genius Team The Resume Genius Team is made up of a tight-knit crew of dedicated career
coaches, hiring managers, and staff writers who are passionate about providing the best, most up-to-date
career advice possible and helping job It should be written underneath the letterhead, or underneath the
address on the top left of the page. You might also need additional business letter elements , so do check them
out! Check out our comprehensive letter of recommendation sample library for more inspiration! Full Block
Business Letter Dixie invites you to look at her letter which is a typical example of a full block business letter
format. This indicates that my assistant typed the letter for me. With the indented form, you can put your
signature on the right or left side of the page. In the second paragraph, use evidence and persuasive reasoning
to justify your main point. Be sure to carefully review the grammar, spelling, and format of your business
letter numerous times before you send it out, to avoid leaving a poor first impression with your correspondent.
In addition, there should be a space between the date, address, salutation, and each paragraph. Do not put it in
the center. Proofread your letter: All your careful crafting and printing can't cover up spelling or punctuation
errors, which leave a lasting negative impression. Organize your information logically: Group related
information into separate paragraphs.


