
28 

 

 

 

 

 
         Return Address     (if personal letter) 
 City, ST  00000 

123-456-7890 
January 1, 200_ (Dateline--between 2 and 2 1/2 inches from top of paper) 

 

OR 
 

123.456.7890 
emailaddress@byui.edu 
January 1, 200_ 

 
4-8 Returns 

 
Mr. John Ayres 
Human Resources Manager 
PricewaterhouseCoopers LLP 
101 Hudson Street, Suite 120 
Jersey City, NJ 07302 

 DS  1 blank line 
SalutationDear Mr. Ayres:              mixed punctuation= colon after salutation and comma after closing 
 DS  1 blank line 

 DS 1 blank line 

 _______________________________________________________ 
 _______________________________ 

 
(single space letter with double space between paragraphs)       (Body) 

_______________________ _____________________________ 
__________________________________ 

 DS 1 blank line 
Sincerely, OR Cordially, OR Respectfully, (Closing) 

 
 

3 blank lines or 4 returns--Signature Area 

 John Important   (Typed Name of Person signing letter) 
 DS  1 blank line 
 Enclosure   (Enclosures if more than one) 

   
 
 DS=double space or 1 blank line  SS=single space or no blank lines 

 BLOCK   STYLE   LETTER    FORMAT 
 

No space 
between return 
address and date 
 

The recipient’s position is not necessary 
unless there is a chance that there may 
be more than one ‘John Ayres’ in the 
same department at the same address. 
If used, the position can be inserted in 
the line below the recipient’s name. 
The recipient’s contact information 
should not exceed 5 lines. 

Applicants may include their contact 
information with one of the two 
ways shown below. 

4 returns if the 
letter is long, 8 
returns if the 
letter is short 

Do not thank 
the reader for 
something s/he 
has not already 
done. 

Do not include a 
personal 
letterhead that 
matches your 
resume style. 

To avoid sounding 
egocentric, do not use 
“I” more than twice in 
your cover letter. 

The letter should end by 
specifying the reader 
action (i.e., review the 
enclosed resume) and 
writer action (call for an 
interview). 

Grab attention in 
the 1

st
 paragraph. 

Mention the 
specific position. 

The only time the applicant’s 
name is included is at the end 
of the letter. 


