QS = Quadruple Space (4 returns/3 blank lines)  DS = Double Space (2 returns/1 blank line)



November 11, 2002     Dateline – always spell out the month.

QS
Mrs. Dorinda O’Neil, Director

Sooner Office Temporaries        
 Letter Address

One Williams Center

Tulsa, OK. 74172-4280 

DS

Dear Mrs. O’Neil                       Salutation – always begins with Dear Mr/Ms/Mrs.

DS
The block format in which this is arranged has grown rapidly in popularity for business and personal letters.

DS

Users of personal computers, word processors, and typewriters prefer block format because no tab stop settings or indenting motions are required.  The result is greater efficiency.  In addition, block style avoids the errors that occur in other formats when operators forget to indent certain letter parts.

DS
Changes are made in document formats and placement to simplify the use of modern office machines and to make people more productive.  The growing use of block format is just one of the many such changes.  Some of the other changes are described in the enclosed pamphlet.

DS
Sincerely  

Closing
QS


Your Name

Your Typed Name

DS

Enclosure

                      Only used if something in addition to

                        the letter is enclosed in the envelope

Body – 


Single Spaced WITHIN the paragraphs.  


Double spaced BETWEEN the paragraphs








			





1 inch left and right margins (File, Page Setup)








All letters should be vertically centered on the page.  





The top and bottom margins should look about equal.




















			





			





			








