Formal Block Letter Format
Business (Legal) Letter Format

Date – Fully spelled out – no abbreviations. 

(3 blank lines in between)

Inside address – address of where the letter is being mailed to.
(1 blank line in between)
Salutation – “Dear …” always followed by a “:” (colon.) Use Mr. or Ms. never Mrs. or Miss. Use “To Whom It May Concern” as a last resort.
(1 blank line in between)
Body – Main part of the letter. Paragraphs are not indented. One blank line between paragraphs. 
(1 blank line in between)
Closing – “Sincerely” always followed by a “,” comma.)

(3 blank lines in between)

Signature line – name of the person signing the letter.
Title line – title or position of the person signing the letter. 
(1 blank line in between)
Reference initials – CAPITALIZED initials for the letter originator (signer.) Small case letters for the letter typist (secretary.) The two are always separated by a “:” (colon.) No spaces or periods. Example: JB:rs
  
((Return address – the senders return address goes after the Signature line if the letter is not from a business with a letterhead on their stationary. There would then be no Title line or Reference initials.))

· 8 parts to a regular business letter.
· A formal block format letter for business or personal use. 
· Everything is single spaced.
· Times New Roman, size 12 font with default margins. 
· Everything is always left aligned.

What is left aligned????? Everything!!!!

