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Business Letters 
A Business Letter in Full Block Format   

  
Block formatting, in which all document sections are left justified, is a formal choice of page layout for business 
memos, letters and reports. A subject line may be added if desired. 
 
 
  

 
  



 

   
 
           
 

A Letter in Modified Block Format 

  
Modified block format is an alternative to full block format and is used only in business letters. When using this 
format, the return address, dateline and closing are placed two-thirds of the way across the page. 
  
  

 
 


