Simplified Block Letter Format

  
The more informal simplified block letter format has every paragraph 

 indented and usually has a blank line between paragraphs. Your address 

 and signature blocks are lined up to the center or left of the paper.  

In the Simplified Block Letter Format, your address is not necessary. 

  
                                                                      Today’s Date 

Name of Addressee 

Addressee's Address Lines 
  
Greetings line--Start with "Dear" and then use the honorific  

(Mrs., Dr., etc.) with no first name, just the last name.  

Follow this line with a comma or colon. 
  
Body of Letter— 

This is where all your information goes. Remember to indent paragraphs. 

  

Closing Line – This line thanks and requests the receiver to respond. 

                                                                       Sincerely,








  Sign Your Name

                                                                        Kim Sprecher

