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      BAY POINT SCHOOLS 
COMPUTER skills & TECHNOLOGY lab

25005 SW 133rd Avenue

Miami, Florida 33032

305-251-3112 
COMPUTER EDUCATIONAL TECHNOLOGY                  

                                            Certified Instructor: Mr. Michael Rubin  February 21, 2003
How to write a business letter in Block and Indented Form
Instructions: Copy each letter exactly as shown. There are four letters to type. Use Courier New 10 font. Create a Word file for each letter saved in Floppy A. See the bottom of the letter for the name of each file. A grade will be given for each letter. Be sure you save often to floppy “A”. Set the left margin at 1.25”. Use print preview to adjust how the page looks. Center the letter from top to bottom. Use the proper date format as in 010712 for July 12, 2001. Use the bold title for each page as in “The Block Form Business Letter #1”, and print each page separately. Don’t forget that the file name appears as the last item on each page.
                  The Block Form Business Letter #1
	Your street address
City, State zip code
Date (use class format for date 030225)
Ms. Helen Jones, President

Jones, Jones, & Jones

123 International Lane

Boston, MA  01234
Dear Ms. Jones

Subject: How to Write a Block Letter
When you use the block form to write a business letter, all the information

is typed flush left, with one-inch margins all around. First provide your

own address and the date, then skip four lines and provide the inside address

of the party to whom the letter is addressed. Skip another 2 lines before the

salutation, and do not punctuate after it. Then write the body of your letter

as illustrated here, with no indentation at the beginning of paragraphs. Skip

lines between paragraphs.
If you are using letterhead that already provides your address, begin

with the date. After writing the body of the letter, type the closing without

punctuation, leave 4 blank lines, then type your name and title (if

applicable), all flush left. Sign the letter in the blank space above your

typed name. Now doesn't that look professional?
Sincerely
Your Name
Administrative Assistant
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                The Indented Form Business Letter #2
 

                                       Your street address





 City, State zip code
                                       Date in class format (030225)
Ms. Helen Jones, President

Jones, Jones, & Jones

123 International Lane

Boston, MA  01234
Dear Ms. Jones:
     If you are using the indented form, place your address

and the date on the top right-hand side of the page. Skip four lines

and type the inside address. Skip two lines and type the salutation flush left. Skip two lines and indent the first line of each paragraph one-half inch.  Skip lines between paragraphs.
     Instead of placing the closing and signature lines flush left, type them at the right, even with the address and date above, as illustrated below. Skip four lines between the closing and your name allowing room for your written signature. Now doesn't that look professional?

                                       Sincerely,                                   

                                       Your name
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               The Block Form Business Letter #3
Your street address
City, State zip code
Date (use class format for date 030225)
John G. Holloway

Brackenridge Hospital 

4505 W. Tom Thumb Ave. 

Austin, TX 78703

Dear Mr. Holloway:

I am writing in response to your classified ad in the 

Austin-American Statesman for Assistant Director of 

Materials Management. Based on my experience and continuing 

education, I believe that I am qualified to fill this 

position.

For the past four years, I have been employed in the 

materials divisions with two different manufacturing 

companies, XETEL Corporation and Fisher Controls 

International. My experience there has ranged from 

controlling, buying, analyzing, to planning materials.

Currently, I am attending night school at Austin Community 

College where I lack only nine hours to complete my 

Associate Degree in Business Administration. When I 

complete this degree, I hope to return to St. Edward's 

University to complete my course work for a degree in 

Technical Business.

Brackenridge Hospital and the Children's Hospital supply 

such a vital service to the Travis county area that I would 

be proud to be a part of your team. I hope to get a chance 

to discuss my qualifications and goals with you. I can be 

reached at (512) 877-0991 after 5 p.m.

Sincerely yours,

Your name
Encl.: resume
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      The Modified Indented Form Business Letter #4
                                                                Your street address





   City, State zip code
                                         Date in class format (030225)
Personnel Assistant

JD Employee Credit Bank of Texas 

P.O. Box 32345 

Austin, Texas 78745

Dear Personnel Assistant:

I am writing about your newspaper ad in the August 1 

Austin-American Statesman concerning your need for an 

experienced programmer in the database environment.  I 

believe that I have the qualifications and experience that 

you are looking for.

As for my experience with database programming, I have 

worked for the past year as a programmer/analyst in the 

Query database environment for Advanced Software Design.  

In that capacity, I have converted a large database that 

was originally written in a customized C language database 

into the Query database environment.  I am currently 

working on a contract with Texas Parks and Wildlife to make 

major modifications to its existing Query database 

application.  On both of these assignments, I have also 

served as customer contact person.

Related to this database-programming experience is the work 

I have been doing to write and market an automated 

documentation utility for Query database applications.  

This product was written using a combination of C, Pascal, 

and Query programming languages.  I was responsible for the 

authorship of the Pascal and Query programs.  The Pascal 

programs are completely responsible for the user interface 

and system integration management.

Enclosed you will find a resume, which will give you 

additional information on my background and qualifications.  

I would welcome a chance to talk further with you about the 

position you are seeking to fill.  I can be reached by 

phone between 9:00 a.m. and 6:00 p.m. at (512) 545-0098.

                                        Sincerely,

                                        Your Name
Encl.: resume
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