the type bar

Anatomy of a Traditional Letter

Address letter is mailed from is indented, unless you
are using block form. Then it's on the left margin.

Date indented below the ‘from’ address
Recipient name and address on the left margin

Salutation
Formal: Greetings, To Whom it May Concern,
Dear Sir or Madam
Personal: Dear, Dearest, Hi, Hello, To My....

Letter body

Start with describing your most recent
communication with that person or recall a positive
note about the last time you met. Include descriptive
phrases about current activities or locations of your
own life. It’s ok to talk about the weather, or
something interesting that happened recently.

Body or key message of the letter. (Remember to
include only information you would not mind of others
can see. A letter may be read by others.)

Closing indented the same as the ‘from’ address
Sincerely, Sincerely yours, Gratefully, Truly,
Cordially, Affectionately, Warm regards,
Yours...

The block letter format is the same as above, only all the
alignment, including paragraphs, is along the left. For personal
letters Type Bar recommend the indented format. For formal,
political, opinion or thank you letters we recommend the block

style.

See http://www.thetypebar.com/category/archive/ for ideas

Sources: https://en.wikipedia.org/wiki/Salutation
http://emilypost.com/advice /writing-personal-letters/
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Thark you so such for your new years letter,
It wes Tefresbing te hear good newe of the
effice and the orew. Indesd I an truly grate—
ful for all the tims we had %o work iogether.
And for all the things I learned from you aud
eVeryuns &lse.

Boston ie proving o be & wonderful plaoe
ta axplora and to sontinua EHy projeots, Though
people are often busy, I find them to be honest,
worklag heré on adsirable projeats, and bighly
arcative, It seems lixe this has baen & good
éhoica,

I kope that you sre deoing greet and that
you continue your worTk with the Soclety. 1t was
alvsya such &8 groundiag plessure o ses you
there over time, Thanke again for you letter,
I %11l do my best to meks &n lmpression hers
as wall,

Sinceraly,

Arthur

https://writing.wisc.edu/Handbook/BusinessLetter.html#Indented
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