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SAMPLE
Document Processing

Specialists
6652 Remington St. 
New Haven, CT 06517-1498 
(203) 5555-8215 

 October 16, 2006 

Miss Anne Corless 
Asturia Technologies 
5409 Bayview Dr. 
Miami, FL 33160-8682 

Dear Miss Corless: 

MODIFIED BLOCK LETTER FORMAT/BLOCKED PARAGRAPHS 

This letter is arranged in modified block format with blocked paragraphs. The only difference between 
this letter format and the block format is that the dateline and the closing lines (complimentary close, 
keyed name of the originator, and his or her title) begin at the horizontal center point. 

Mixed punctuation (a colon after the salutation and a comma after the complimentary close) is used in 
this letter. If an enclosure is mentioned in the body of the letter, the word Enclosure is keyed a double 
space below the reference notation, flush with the left margin. Copy notations are placed a double 
space below the enclosure notation or below the reference initials if no enclosure has been indicated. 

A copy of the block format letter is enclosed so that you can compare the two formats. As you can see, 
either format presents an attractive appearance. 

 Sincerely, 

 Troy Williams 
 Word Processing Consultant 

Ph

Enclosure 

c Ms. Kimberlee Rodriguez 
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