Ms. S. Caltagirone

609 Fayne

Montreal, Quebec

Canada H4V-IJ3

25 September 2003

Cell: 514-444-1919

Boogiewoogie_allnight269@hotmail.com
Mr. C. Handluke

456Cool Streets

Vernon, British Colombia

Canada V2F-2C4

Subject: Example Formal Letter

Ref: Letter to you dated January 2, 2003

Dear Mr. Handuke;


This part starts with a font size of 12 font and a line spacing at 1.5 lines. The top and bottom margins are at 1.2 cm and the left and right margins are at 2 cm. All else remains as default. 


This is an example of a formal letter written from me to another person. I will now mention the special characteristics of this letter in paragraph form.


The first block on the top left which could have been placed on the top right is the sender’s address block and includes the date. Due to changes in society in the past decade, the sender’s block may include the sender’s cell number and their email address.


The next block down is the receiver’s address block or the address to whom you are sending the letter to. It may include the Fax Number below if the letter is being sent via Fax.


The line after the receiver’s block is the subject line, which is optional. This line summarized the content of the letter.


The line with “Ref:” on its refers to the word References, would list any past letters, memos, conversations, telephone conversations, faxes, publications, emails or any type of reference or communication dealing with that specific topic.


The formal letter always begin with the same Salutation of Dear whoever, followed by a  semicolon. The letter is then written using paragraphs and indents for each paragraph. All these paragraphs have been justified.


The letter usually ends with either Sincerely Yours or Yours either at the bottom left or right, with an area called the signature block. The person signs above the printed full name.

Sincerely Yours

Santina Caltagirone

