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LAYOUT OF A 
BUSINESS LETTERS 

FULLY INDENTED LETTER STYLE 
FULLY BLOCKED LETTER STYLE  
SEMI INDENTED LETTER STYLE 
MODIFIED LETTER STYLE 
HANGING LETTER STYLE  
NOMO SIMPLIFIED LETTER STYLE 
SEMI BLOCKED LETTER STYLE 



1.FULLY INDENTED FORM OF 
LAYOUT 

This is the traditional form of layout and is 
very popular in England as well as in our 
country. 
* Under this method, the inside address, 
opening salutation, body of the letter etc. 
* 1½” Margins are generally given on both 
side and the date is so placed that the last 
figure serves as a guide for the right hand 
margin. 



1.FULLY INDENTED FORM OF 
LAYOUT 

 * Every line of address has a comma 
at the end the last line ends with a full 
stop. 
 
 * The first line of each paragraph 
begins away from the margin or indented. 
 * The complementary close begins at 
the centre of the typing line. 



LAYOUT DESIGN OF 
INDENTED FORM 



2. FULLY BLOCKED FORM OF 
LAYOUT 

 * This is another important form of layout more 
commonly used in the united states.  

 * Under this method, the different parts of the letter 
and even paragraph of the body of the letter begin from the 
left –hand margin. 

 * Only essential punctuation mark are typed. No 
comma is put after every line of the inside address, 
salutation and complementary close. 



2. FULLY BLOCKED FORM OF 
LAYOUT 

 * The date line also starts at the left-hand margin. 

 * They claim that is methods help to give the letter a 
more balanced appearance and also facilitates referance to 
the file. 



LAYOUT DESIGN OF FULLY 
BLOCKED FORM 



3.SEMI INDENTED FORM OF 
LAYOUT  

 * This type of layout is more or less similar to the 
traditional indented form with a few modifications. 

     1) The inside address is typed in block form with 
comma at the end of each line 

     2) The body of the letter and each paragraph are 
indented in the same way as that of an indented form of 
layout. 

     3) The complementary close and the signature are 
typed at the centre of the typing line. 



LAYUOT  DESIGN OF SEMI 
INDENTED FORM 



4 MODIFIED BLOCK FROM OF 
LAYOUT 

    This style is similar to the fully blocked form 
of layout differing from it only in the positioning 
of the date, the subject heading and the 
complementary close. 
 i) The date line is typed from the centre of the 
typing line and the terminal figure ends at the right 
hand margin. 

 ii) The inside address is typed in block form 
without comma. 

 



4 MODIFIED BLOCK FROM OF 
LAYOUT 

 iii) The body of the letter and each 
paragraph are also typed in full block form. 

 iv) The attention line or subject heading is 
centred over the body of the letter. 

 v) The complementary close and the 
signature are placed at the centre of the typing 
line.  



LAYOUT DESIGN IN MODIFIED 
BLOCK FORM 


