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Personal-Business Letter

Block Style

Freedom High School
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Personal-Business Letter

· Written by an individual
· Dealing with businesses
· Block format
· Paragraphs are not indented
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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
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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
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Parts of the Letter

· Body
– Single-space below the salutation

– Block paragraphs with a SS between

· Complimentary Close
– Single-space below the body

