FORMATTING FOR BUSINESS LETTERS

Full Block Format 

This is the most modern of the formats and the one most widely used; its clean direct look lends itself well to technical communication, and its simple vertical format tends to reduce the error rate since you simply do not have to be concerned about horizontal spacing to indicate new paragraphs. 

Components of Full Block Format 

1. The heading includes the date the letter is written. If you do not use letterhead stationery, you need to include your address over the date. 

2. The address above the salutation is the letter recipient's full address. This address should match the address on the envelope. 

3. The salutation is the line that begins "Dear..." Use Mr. for men and Ms. for women. (This should be substituted by a professional title, if known). Try to obtain a name to whom you can address your letter. If you cannot obtain a name, you should use a subject line instead of a salutation and state the job posting after the RE:
4. The body of your letter contains the text of your message. 

5. The complimentary close should appear two lines below the last line of the body, at the left margin. Capitalize only the first letter of the first word and always end the line with a comma. You can use a variety of closures including: Yours truly, Sincerely, Sincerely yours, Best regards or Best wishes. 

6. Your signature should be in blue or black ink. Allow four vertical spaces for your signature. 

7. The identification line contains your typed name, and, if you have one, your title. Depending on the purpose of the letter, you can position your phone number in place of your title. 

8. Enclosures—if applicable—is placed two vertical spaces below the identification line. 

Remember to proofread your letter for these items: 

Spelling of the receiver's name;
Spelling of the receiver's place of business;
Spelling elsewhere -- including your own name and firm;
Correct typing throughout;
Correct dates and other factual details;
Correct grammar and usage.

Final Draft Checklist: 

Did you type in a dateline to validate the letter as a record?
Did you use two-point punctuation? (A colon after the salutation and a comma after the complimentary close?)
Did you sign the letter below the complimentary close?

Fleming College

599 Brealey Drive

Peterborough ON K9J 7B1

January 13, 2009
Ms. Angela Student

President

Fleming Student Association

123 Sutherland Campus Drive

Peterborough ON K9J 7B1 


Dear Ms. Student:

There are several formats for writing letters but most agree that for today’s business correspondence, block formatting is preferred. It is the format being demonstrated on this page. For more advice about the variations of letter formatting please read the WebCT module on letters.

When you use the block form to write a business letter, all the information is typed flush left, with one-inch margins all around. First provide your own address, then skip a line and provide the date, then skip one more line (or up to ten for short letters) and provide the inside address of the party to whom the letter is addressed. If you are using letterhead that already provides your address, do not retype that information; just begin with the date.  For formal letters, avoid abbreviations where possible.    

Skip another line before the salutation, which should be followed by a colon. Then write the body of your letter as illustrated here, with no indentation at the beginnings of paragraphs. Skip lines between paragraphs.

After writing the body of the letter, type the closing, followed by a comma. The practice of using a colon after the salutation and a comma after the closing is called “two-point punctuation.” After the closing leave three blank lines, then type your name and title (if applicable), all flush left. Sign the letter in the blank space above your typed name. Now, doesn't that look professional?


Sincerely,


  


 

Dr. J. Mior
Professor
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Salutation





Body of the letter 


Note the double spaces between paragraphs and that all lines are flush left. 
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