Personal Business Letter

Block Format (everything at left margin)

Open Punctuation (nothing after salutation or closing)


Street Address
City, State ZIP

Month Day, Year

Name of Recipient

Company Name

Street Address

City, State ZIP

Salutation

Body of the letter.  Single-space within the paragraphs.  Double-space between the paragraphs.  Aldh lkhlakh dflkh sklfh sklfh skhf klsh fjksh fklsh fhsjklfhskljfh slkfh sljkfh skjfh ksjfh ksjh fksjfh skjfh skjfh skjdfhskjhf ksjfksjh fksjh ksjh fkjsh fksjh fkjsh fkjsh fkjsh fkjsh fkjsh fkj hsfkjhsfklj slkfj kslfj kshf ksf lksjflsj flksj fljsflj sflkj

Body of the letter.  Single-space within the paragraphs.  Double-space between the paragraphs.  Aldh lkhlakh dflkh sklfh sklfh skhf klsh fjksh fklsh fhsjklfhskljfh slkfh sljkfh skjfh ksjfh ksjh fksjfh skjfh skjfh skjdfhskjhf ksjfksjh fksjh ksjh fkjsh fksjh fkjsh fkjsh fkjsh fkjsh fkjsh fkj hsfkjhsfklj slkfj kslfj kshf ksf lksjflsj flksj fljsflj sflkj

Closing

Typed Name of Writer
