This business letter is an example of Full Block letter style without letterhead. There are no indented lines, and it is produced on plain stationary without letterhead. Like all completed business letters, this one was centered on the page before it was printed. In other words, the distance from the first line of print to the top edge of the paper is adjusted to equal the distance from the last line to the bottom of the page. The font style is Times New Roman, size 12. The margins are 1.25”. These are default settings and should be used unless instructed otherwise. 

Entertainment International

1357 Hollywood Blvd.

Los Angles, CA 90210

November 11, 2015
Mr. Alberto Cantu

Reservations Manager

McAllen Civic Center

245 12th Ave.

McAllen, TX 78504
Dear Mr. Cantu:
This letter is prepared in Full Block style, so all the lines begin at the left margin; there are no indentions. Full Block style is the most streamlined letter format because it eliminates the need to indent paragraphs.
Always use a justified left margin for letters and memos. This lets the computer randomly determine the end point of each line and results in a more natural looking document. Do not justify the right margin.

When keying in a complimentary closing, only the first word is capitalized. Note how the closing of this letter is typed, for example.

Pretend this letter is accompanied by a booklet. Whenever anything is enclosed with a letter, indicate this at the bottom of the letter.

Sincerely yours,

Britney Spears 

Singer and Dancer

Enclosure (1)

cc: Justin Timberlake

Ex-boyfriend  

