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INTRODUCTION: THE ENDURING RELEVANCE OF THE
BUSINESS LETTER

In an era dominated by instant emails, Slack messages, and
rapid-fire texts, the traditional business letter remains a powerful
tool for professional communication. Whether you are submitting
a formal proposal, requesting a recommendation, lodging a
complaint, or conveying sensitive information, knowing how to
type a business letter correctly demonstrates professionalism,
attention to detail, and respect for the recipient. Unlike casual
digital messages, a well-typed business letter creates a tangible
impression and often carries legal weight. Mastering the structure
and formatting of a business letter is not merely about following
rules—it is about projecting credibility and ensuring your
message is taken seriously. This guide will walk you through
every step, from choosing the correct format to polishing your
final draft, so you can confidently produce letters that open doors
and build trust.

UNDERSTANDING THE THREE STANDARD BUSINESS

LETTER FORMATS

Before you type a single word, you need to decide which format
suits your purpose and your organization’s culture. The three
most widely accepted formats are block, modified block, and
semi-block. Each has its own visual rhythm and professional
nuance.

1. Full Block Format

The full block format is the most common and easiest to type
because every line begins at the left margin. There are no
indents. Paragraphs are separated by a double space (an extra
blank line), and everything from the sender’s address to the
signature block is flush left. This clean, modern look is preferred
by many corporations and government agencies because it
streamlines typing and reduces formatting errors. If you are
unsure which format to use, full block is your safest bet.

2. Modified Block Format

In modified block format, the sender’s address, date, closing, and
signature block are aligned slightly to the right of the center of
the page (or tabbed to the center point). The body of the letter,
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however, remains left-aligned. This format offers a traditional,
balanced appearance and is common in legal and financial
correspondence. It requires a bit more attention to tab settings
but adds a touch of elegance.

3. Semi-Block Format
(Indented Style)

Semi-block format is similar to modified block, but each
paragraph in the body is indented (usually by five spaces or half
an inch). This style is less common today but is still used in some
older organizations or for very formal letters. Because indentation
can slow down typing, many modern professionals avoid it unless
a specific company style guide requires it.

ESSENTIAL COMPONENTS OF A BUSINESS LETTER

Regardless of the format you choose, every professional letter
contains a consistent set of components. Knowing how to type a
business letter means understanding the purpose and
placement of each element. Below is the standard sequence.

1. Sender’s Address

(Heading)

Start with your full address (street, city, state, zip code) at the
top. In full block format, it is flush left. In modified block, it begins
at the center. Do not include your name here—your name
appears at the bottom. If you are using company letterhead, you
can skip the sender’s address because it is already printed.

2. Date

Place the date two lines below the sender’s address (or two lines
below the letterhead). Spell out the month (e.g., January 15,
2025) for clarity and formality. Avoid abbreviating the date or
using all-numeric formats (01/15/25) as these can be ambiguous
in international correspondence.

3. Inside Address
(Recipient’s Address)

Two lines below the date, type the recipient’s full name and title,
followed by their company name and mailing address. Be
precise—an incorrect title or misspelled name can undermine
your professionalism. Use “Mr.” or “Ms.” unless you know the
recipient’s preferred honorific. For example:

e Ms. Jane Doe
¢ Director of Human Resources
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e Acme Corporation
e 123 Business Avenue
e Metropolis, NY 10001

4. Salutation

Two lines below the inside address, type the greeting. The
standard salutation is “Dear Mr. Last Name” or “Dear Ms. Last
Name,” followed by a colon. If you do not know the recipient’s
gender, use their full name (e.qg., “Dear Jordan Smith:”). For a
group or unknown recipient, “To Whom It May Concern:” is
acceptable but feels impersonal; try to avoid it by researching the
appropriate contact.

5. Subject Line (Optional
but Recommended)

Many professional letters include a subject line two lines below
the salutation. It can be typed in all caps or with a bold emphasis
and preceded by “Re:” or “Subject:”. For example: Re:
Application for Marketing Manager Position. The subject line
helps the reader immediately grasp the letter’'s purpose.

6. Body Paragraphs

The body is the core of your letter. Use single spacing within
paragraphs and double spacing between them. Keep paragraphs

concise—ideally no more than 4-5 lines each. The first paragraph
should state your purpose clearly. The middle paragraphs provide
supporting details, and the final paragraph should include a call
to action (e.g., “I look forward to your prompt response”).
Maintain a professional tone, avoid slang, and use active voice
when possible.

/. Complimentary Close

Two lines below the last body paragraph, type your closing.
Common closings include “Sincerely,” “Best regards,” “Yours
truly,” or “Respectfully.” Only capitalize the first word, and follow
it with a comma. The closing aligns with your format—flush left in
full block, centered or right-aligned in modified block.

8. Signature Block

Leave three to four blank lines below the closing for your
handwritten signature (if printing). Then type your full name, and
on the next line, your job title. If you are representing a company,
you may also include the company name on a separate line. For
example:

 John Smith
e Senior Account Executive
e XYZ Corporation



9. Enclosures and Copies
(CC, BCC)

If you are including additional documents (e.g., a résumé or
invoice), type “Enclosure” or “Enclosures” two lines below the
signature block. If you are sending copies to other recipients, use
“CC:” followed by their names. The “CC” line is typically placed
after the enclosures notation.

STEP-BY-STEP GUIDE: HOW TO TYPE A BUSINESS
LETTER USING WORD PROCESSORS

Now that you understand the components, let’s walk through the
actual typing process using common software like Microsoft Word
or Google Docs. Follow these steps carefully to avoid common
formatting pitfalls.

1. Set your margins. Standard business letters use one-inch
margins on all sides. Go to Page Layout or Format and
adjust your margins to 1 inch (2.54 cm).

2. Choose a professional font. Use a serif font like Times
New Roman (12 pt) or a clean sans-serif like Arial or Calibri
(11 pt). Avoid decorative or script fonts.

3. Turn on “Show/Hide” (). This will help you see spaces,
tabs, and paragraph marks. Use it to ensure you have
exactly one space after a period and no extra spaces
between paragraphs.

4. Type the sender’s address. If you are not using

10.

11.

12.

13.

letterhead, type your address at the top. In full block, start
at the left margin. Press Enter twice after the last line.

Add the date. Type the date, then press Enter twice to
move to the inside address.

Type the inside address. Use the recipient’s full name,
title, company, and address. Press Enter twice after the ZIP
code.

Add the salutation. Type “Dear [Name]:” and press Enter
twice.

Optionally add a subject line. Press Enter once after the
salutation, type the subject, then press Enter twice to start
the body.

. Type the body. Use single spacing within paragraphs and

double spacing between them. Do not use extra spaces or
tabs to indent paragraphs in full block format.

Insert the close. Press Enter twice after the last
paragraph. Type “Sincerely,” (or another closing) and press
Enter four times for the signature space.

Type your name and title. Press Enter once after the
closing, leave the 3-4 blank lines, then type your name.
Press Enter and type your title.

Add enclosure or CC notations. Press Enter twice after
your title, then type “Enclosure” or “CC: Recipient Name”.
Proofread and adjust spacing. Check that there are no
extra blank lines and that the letter fits comfortably on one
page. If it runs over, adjust margins slightly or shorten the
body.

4 How To Type A Business Letter

2025-06-23



How To Type A Business Letter 5

TIPS FOR PROFESSIONAL TONE AND LANGUAGE

Formatting is only half the battle—the words you choose matter
equally. When learning how to type a business letter, pay
close attention to tone. Here are key writing tips:

* Be concise. Get to the point in the first paragraph. Avoid
rambling or unnecessary pleasantries.

* Use formal but natural language. Avoid jargon unless
you are certain the recipient will understand it. Replace
phrases like “we are in receipt of” with “we received.”

e Maintain a polite and respectful tone. Even if you are
writing a complaint, avoid aggressive language. Use “l am
concerned” instead of “You made a mistake.”

» Prefer active voice. “| have attached the report” is
stronger than “The report has been attached by me.”

e Check for gender neutrality. Use “they” as a singular
pronoun if necessary, or rephrase sentences to avoid
gender assumptions.

e Read aloud. If a sentence sounds awkward when spoken,
rewrite it. Business letters should flow naturally.

COMMON MISTAKES TO AVOID WHEN TYPING A
BUSINESS LETTER

Even experienced professionals can slip up. Be mindful of these
frequent errors:

* Inconsistent spacing. Using extra spaces between

paragraphs or inconsistent tabs can make the letter look
sloppy. Always use paragraph formatting rather than
manual line breaks.

* Wrong date format. Never use st, nd, rd, or th with the
day (e.g., “January 15th, 2025” is incorrect in formal
writing; write “January 15, 2025").

e Forgetting the colon after the salutation. Business
letters require a colon, not a comma.

e Typing the salutation in all lowercase. Always
capitalize “Dear” and the recipient’s name.

e Omitting the subject line. While optional, a subject line
helps the recipient sort and prioritize your letter.

e Using fancy or colored fonts. Stick to black text and
standard fonts. Anything creative undermines
professionalism.

e Forgetting to proofread. Typos and grammar errors are
the fastest way to lose credibility. Read the letter twice, or
use a grammar checker.

e Mixing formats. Do not combine block and indented
styles. Choose one format and stick to it throughout.

DIGITAL VS. PRINTED BUSINESS LETTERS

While the focus of this guide is on typing, you should also
consider how the letter will be delivered. If you are emailing the
letter as an attachment, save it as a PDF to preserve formatting.
If you are printing and mailing it, use high-quality white paper (24
Ib or more) and a clean



