BLOCK STYLE LETTER FORMAT*
(Return Address begins 2 inches from the top of paper, 1 inch side margins, Times New Roman 12 point)

222 Rhode Island Avenue (Your Address Here) 
Barrington, RI 02806 
October 23, 2008 (QS—Quadruple Space, 4 hard returns)



Mrs. Abrahamson/Mrs. Bensusan
220 Lincoln Avenue
Barrington, RI 02806 (DS- Double Space, 2 hard returns)

Dear Mrs. Abrahamson/Mrs. Bensusan: (Double Space, 2 hard returns)

Paragraph 1 (Block paragraphs – no indent – single spaced – double spaced between paragraphs)

Paragraph 2 

Paragraph 3

Paragraph 4

Paragraph 5

Sincerely, (Quadruple Space to next typed line, 4 hard returns)

Your handwritten signature here

Your name typed


