April 18, 2001

Attention Jan Kathryn Wheeler, President

Professional Document Designs, Inc.

9345 Blackjack Blvd.

Kingwood, TX 77345-9345

Simplified Block Letter Format

The format of this letter is called simplified block letter format.  This letter style is similar to block format in that all lines are positioned at the left margin.  However, the simplified block format does not contain a salutation or a complimentary close.  A subject line is required with this style.  As the label implies, a subject line indicates the main topic of the letter.  The key words contained in a subject line help administrative support staff to sort and route incoming mail and to code documents for storage and retrieval.

The simplified block format is especially useful when the name or title of the receiver of the letter is unknown.  For example, a person writing for hotel reservations likely would not know the name of the reservation clerk.  With simplified block style, the letter can be addressed to the hotel, and the subject line should indicate that the letter is a request for reservations.

In some simplified letter styles, the subject line is preceded and followed by a triple space.  Please note that a double space precedes and follows the subject line in this letter.  We have eliminated the use of triple spacing in document formats to simplify the processing of documents.  As you will note, the simplified block letter format is one of the recommended formats in the enclosed Communication Experts Format Guide.  

A. Monica Carter
Communication Consultant
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