Block Format Letter-On letter Head

Return Down about 2 ½ inches

Date




(QS)

Recipient’s Name

Recipient’s Address

Recipient’s City, State and Zip Code

(DS)

Salutation (or greeting)
(DS)

Body Of Letter.  Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter.






(DS)

Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter. Body Of Letter.






(DS)

Complimentary Close

(QS)

Writer’s Name, Writer’s Title




(DS)

Typists initial in lower case letter-if the typist isn’t the writer!



 
(DS)

Enclosure (if there is anything else in with the letter)

