
WRITE A MODIFIED BLOCK STYLE LETTER

When writing a letter, it's important to choose one format and then stick with it throughout. Our guide tells you what
different formats are available.

When more than one enclosure is involved, Dixie recommends to identify each of them by number; e. Related
Topics. Dixie Invites You to Practice Writing a Letter Letter Generator Dixie has found an interesting site
where you can try out a modified block business letter generator. Be sure to underline this so that it stands out.
Dixie is really sure you do, but you still can find them in the links below just in case. On the line located
beneath the signature block, you will notice my initials in upper case letters. Indented or Semi-Block Business
Letter Dixie would like to bring to your attention an indented semi-block business letter. If you type a standard
business letter yourself, you do not need to include this element. Another page Dixie highly recommends to
the first-time visitors of her site is full block business letter where she describes the major parts of a business
letter. On the other hand, a lot of companies still use it even in the US. There actually are two types of letters
that can be generated, an indented letter to a friend or a modified block business letter. Related Topics. This
indicates that I have sent a copy of this letter to my partner. Is the Indented Layout Outdated? The three widely
recognized letter formats are: 1 Full Block This is the most common layout of a business letter. If you don't
remember very well where you should put the return address in the rare case of not using a letterhead, just
follow the links to the full block or modified block business letter layouts where Dixie explains in detail the
position of the return address and shows you the examples. Dixie had some fun playing with it and she hopes
you will like it too. Dixie does not like repeating the same information on different pages too much, so she
would like to remind you on this page that she has two other examples which in her opinion contain all the
information on formatting business letters you need. As Dixie says, personal preferences should always be
taken into account when you are writing a business letter, or any other piece of business correspondence. All
parts of the letter are left-justified. Inside address begins at least one line below the date and it shows the
complete name and title of the recipient, followed by their company name and address. And in the US the
indented letter does look a little outdated. Here are some hyperlinks where you can get visual examples of the
letter formats introduced:. The only difference between the two is that the semi-block letter's paragraphs are
indented one tab stop. For the latter scenario, the return address should be about one to two inches from the
top, then leave a line before the date is entered. Paragraphs begin from the left margin. Using an appropriate
letter format is as important as correct spelling, proper grammar and having a coherent, effective writing style,
as it reflects a sense of professionalism on our part and gives the recipient of our letter a good first impression
of us, especially when it concerns the writing of formal letters. This format is more conventional for informal
personal letters in which we want to exude a warm, relaxed and friendly correspondence style. Semi-Block
Format The semi-block format business letter is a little less formal than the block format letter and slightly
more formal than the modified block format letter. There are some slight differences in its presentation
depending on whether the letter is written on letterhead paper or not. Examples include Yours truly and
Sincerely which are then followed by a comma if it had been used earlier for the salutation. In the letter above
enclosure was identified in the body of the letter as well, in this case it might have been enough to type
Enclosure below the signature block, but Gregory chose to reiterate it in the enclosure notation.


