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The Modern Simplified Letter Style

Sharing information with you about the modern simplified letter format, Mr Hill, is a pleasure. Notice the use of Block Style and standard placement for dateline and margins, an effective and progressive format. Here are some other points:
1 Military Style Dateline—compatible with global audiences and facilitates reading.

2 Letter Address Positioned for Window Envelope—saves addressing an envelope, avoids mismatching letters and envelopes, and meets US Postal Service guidelines. Font size can be adjusted to accommodate window envelope.

3 Subject Line—identifies the purpose of the letter and eases filing. Typefaces can be changed for emphasis. Use a larger font, italic, bold, or all cap.

4 Name of Addressee to Open and Close the Body—adds personalization.

5 Omission of Periods After Abbreviations and Numbers—offers compatibility with other office systems and technologies as well as saves keystrokes.

6 Name of Writer—includes personal/professional title for correctly addressed reply.

You will have much success with this simplified style, Mr Hill. Your associates will be impressed with your friendly letters that are presented with this professional format. 
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