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What is a fully blocked open punctuation letter?
With fully blocked open punctuation letters, every section of the letter begins on the left hand margin, and all paragraphs are separated with a blank line(s).  Punctuation is only used in the body of the letter, nowhere else (such as the address blocks and salutation).



Sections of a Letter
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NOTE:  If you have used Sir/Madam in the salutation, use Yours faithfully.
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Letter SpacingNOTE:  Only include reference initials if 2 people worked on the letter writer’s initials : typist initials.

NOTE:  If using a letterhead, allow 8 - 10 lines from the top of the document to accommodate the letterhead.
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If using a letterhead, allow “8 - 10 lines” from the top of the document to accommodate the letterhead
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123Citizen Street
Darwin NT 0801

Monday February 232009

MrJoe Bloggs
456 Bloggs Street
Bakewell NT 0832

DearMrBloggs
Subjectline

‘The openingis generally one paragraph long and nforms the reader whyyou are
wiiting.

‘The bodyis one o more paragraphs, itprovide the readerthe necessary
information

‘The closing paragraph should restate the purpose of the letter and, in some
cases, requestsometype of action.
Yours sincerely

ot

JohnCitizen
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123Citizen Street
Darwin NT 0801

Monday, January 16,2008

MrJoe Bloggs
456 Bloggs Sireet
Bakewell NT 0832

3- blank lines I

I blankline 4 | DearMrBloggs
I blankline 4| Sublectiine

The openingis generally one paragraph long and informs the reader why you are
Iblankiine 4 |witng

‘The bodyis one o more paragraphs, itprovide the readerthe necessary
Iblankline 4 |information.

‘The closing paragraph should restate the purpose of the letter and, in some
blanki | 3 eauetzom e ofacion

Yours sincerely

Setn Citizen

19

JohnCitizen
1blankline §

1blankline §
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