BLOCK BUSINESS LETTERS
INSTRUCTIONS

1. MARGINS

a. Top = 2”

b. Set the Margins

i. File – Page Setup

ii. Top = 2” 

iii. OK

2. DATE

a. Type on 2” line

b. Write out date 

i. October 22, 2009

3. ADDRESS 

a. Address of person typing letter to
b. Quadruple-Space (QS) down from the date 

i. Hit enter 4 times

c. Type the following

i. Name of person (Enter)

ii. Street Address (Enter)

iii. City, State Zip (Enter
4. SALUTATION
a. Double-Space (DS) down from the address

b. Use the Salutation of “Dear”

c. Type the person’s full name

d. No comma at the end
5. BODY
a. Double-Space (DS) down from the Salutation

b. Paragraphs - ¶

i. Don’t INDENT

ii. Line up on left margin

iii. Singe-Space (SS) the sentences within the paragraphs

iv. Double-Space (DS) between paragraphs
6. COMPLIMENTARY CLOSE
a. Double-Space (DS) down from last paragraph

b. Should be formal

i. Examples – Thank You  or  Sincerely  or With Regards
7. SIGNATURE
a. Quadruple-Space (QS) down from the Complimentary Close

b. Type your First and Last Name (Enter)

c. Type your Title
8. INITIALS
a. ONLY type initials if FROM one person, but TYPED by another

b. Double-Space (DS) down from the Salutation

c. Both should be lowercase
9. ENCLOSURE
a. Double-Space (DS) down from the Initials
b. Type the word, “Enclosure”, if there is something that should be attached to the document.
October 22, 2009

Ms. Janelle Smith

13486 Broadway

Ottawa, IL 61350

Dear Ms. Smith

Thank you for requesting information about formatting business letters. Few people realize the importance of formatting business documents correctly.

When the format of a business document is executed correctly, errors in placement do not distract the reader. Popular reference manuals and keyboarding/document formatting textbooks contain many samples of business letters. You may also use the enclosed sample letter as a guide for formatting a business letter in block style. 

Janelle, I hope this information is helpful to you. If you would like more information on this topic, please let me know.

Sincerely

Jeffrey Nourie

Vice President 

bc

Enclosure

