Your Name
# Street Address or P.O. Box
Soldotna, AK 99669

Month day, 2020

Mr. lan T. Jones

Modern Office System, Inc.
1045 Michigan Avenue North
Chicago, IL 60611-2846

Dear Mr. Jones:

The block format in which this letter 15 arranged has grown rapidly in popularity for business and
personal letters.

Users of personal computers, word processors, and typewnters prefer block format because no
tap stop settings or indenting motions are required. The result 15 greater efficiency. In addition,
block style avoids the errors that occur 1n other formats when operators forget to indent certain
letter parts.

Changes are being made 1n document formats and placement to simplify the use of modern
office machines and to make people more productive. The growing use of block format 1s just
one of many such changes. Some of the other changes are described in the enclosed pamphlet.

Sincerely yours,

Y our Name



Y our Name+
#-5treet-Address-or P.O. Box -+
Soldotna, - AK 996699

l'[
Month-day, 20207
l'[
l'[

I'[

Mr.-Ian-T.-Jones+
Modem-Office-System, Inc.-+
1045 Michigan-Avenue Norths!
Chicago, IL-60611-28467

l'[

Dear-Mr.-Jones: T
l'[

The block -format-in-which this-letter-is-arranged -has-grown -rapidly-in -popularity -for-business-and-
personal-letters Y

l'[

Users-of-personal computers_-word -processors, -and typewriters prefer-block format-because no-
tap-stop-settings-or-indenting -motions-are required. - The result-1s-greater-efficiency -In-addition -
block-style-avoids - the -errors-that-occur-in-other-formats when-operators -forget to-indent-certain-
letter parts ¥

l'[

Changes-are-being made 1 -document-formats -and -placement to-simplify-the use-of modern-
office-machines-and to-make-people-more-productive -The-growing use-of block format-1s-just-
one-of many-such-changes_-Some-of-the-other-changes-are-described-in-the-enclosed -pamphlet

l'[
Sincerely yours,
l'[
l'[

l'[
Your -Nameﬂ



