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lllustration of a Thank You Letter- Business Letter, Modified Block Style, Open

Punctuation
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% In a Modified Block
letter, the date and

. dune 1,2013 { Ghen the date o

1 tabbed six times.

1

Mr. John Smith

MigroComm Corporation

457 Technology Way

Seattle, WA 98199

1

Dear Mr. Smith

1

Twould like to thank you for the opportunity to interview for the position of Technology
Associate with your company. | enjoyed meeting your colleagues and leaming more
about the company.

1
Ieel that my skills would be a good match for MicroComm. | know your colleagues and
1 can work well together to accomplish great things for the future of the company.

1
Thank you again and | look forward to hearing from you. Please contact me any time if
you have any questions or would like additional information.

Sincerely In Open Punctuation, there is no
punctuation after the salutation or
the complimentary close.

=a=a-a

Mary Simmons
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lllustration of a Complaint Letter-Personal Business Letter, Block Style, Mixed
Punctuation

assaaa

5678 Hopeful Way
Dallas, TX 75234

July 22,2013 _ -
1 Enter four times after the date, which

H will leave three blank lines before
3 you start your letter address.

Mr. Tom Communications
Commcentral Corporation
1234 Conversation Way

n Valley, CA 98199 /
1

Dear Mr. Communication:
1

I have been a long-time user of your CellPhone?. Lately, however, my phone has been having some
persistent issues, which | would like to bring to your attention with this letter.

1

While | have been a loyal and satisfied customer for many years, | have been disappointed with the
service | have received regarding the CellPhone?. First, two months ago the screen cracked to the
extent that | could not read text messages. | had it repaired but the new screen had a small crack in it,
which | then had to get replaced. Then it happened again two weeks later. Next, my battery has been
going dead on a daily basis. | was told that a new one would cost almost as much as a new phone.

1

I have been with your company for over ten years and | very much like this phone, before the problems
began. | feel that the longer | have t, the more problems arise, and unfortunately | stil have time on my
contract so paying for a new phone is not an option for me at this time. | would very much appreciate
any help you can give me in resolving this situation. Again, | have been a loyal customer for many years
and would like to continue to do so.

1

‘Thank you for your consideration in this matter. Please contact me any time if you would like additional
information.

1

Sincerely,

1

1

1

Mary Smith
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