
Personal-Business Letter
Block Style

Freedom High School



Personal-Business Letter

• Written by an individual

• Dealing with businesses

• Block format

• Paragraphs are not indented



Parts of the Letter

• Return Address
– 2-inches from top edge

– One line for street address

– One line for City, State, ZIP

• Date
– Month, Day, and Year below CSZ



Parts of the Letter

• Mailing Address
– Double-space below the date

– Personal/professional title before 
recipients’ name

• Miss, Mrs., Mr., Dr., Lt., Senator, etc.

• Salutation
– Single-space below mailing address



Parts of the Letter

• Body
– Single-space below the salutation

– Block paragraphs with a SS between

• Complimentary Close
– Single-space below the body



Parts of the Letter

• Name of the Writer
– Double-space below the close

– May be preceded by a personal title

• Attachment/Enclosure Notation
– If another document is attached

• Attachment is keyed at left margin

– If another document is enclosed but 
not attached

• Enclosure is used



Before You Begin

• Open a new document

• Set the margins
– File  Page Setup

Margin Measurement

Top Margin (TM) 2-inches

Slide Margins (SM) 1-inch (or default)

Bottom Margin (BM) At least 1-inch



Format Paragraph

• Format 
Paragraph
– 10 pt Space AFTER 

paragraph

• For Single-space 
AFTER paragraph 
use Shift+Enter



Select Font

• Calibri 11-pt
– From Tool Bar

– Format  Font



Personal Heading

• View  Header Footer
– Header

Your Name

Keyboarding I

Mr. Behling

Current Date (NO ABBREVIATIONS)

– Footer
File Name 



Personal Heading

Document Name

FROM and TO
Addresses (press
Shift+Enter)



Envelopes

• Tools  Letters and Mailings 
Envelopes and Labels…



Envelopes Dialog Box

Insert YOUR NAME 
before the Return 
Address



Envelopes Dialog Box

Insert YOUR NAME 
before the Return 
Address



Options

Select the proper 
ENVELOPE as per 
directions



Envelope Options



Add to Document



Print Document

• Make sure you staple the ENVELOPE 
to the letter before turning it in.
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