MODIFIED BLOCK FORMAT LETTER
Format: Sender address, date, and closing/signature shift to the RIGHT or centre-right. Inside address, salutation, and body remain flush LEFT. Paragraphs are NOT indented (unlike semi-block).

[Your Full Name]
[Street Address]
[City, State ZIP]
[Phone]  |  [Email]
[Date, e.g., June 5, 2026]
[Recipient Name]
[Title]
[Company / Organization]
[Street Address]
[City, State ZIP]

Dear [Recipient Name]:
[Opening paragraph: state purpose. Body begins at the left margin — NO first-line indent. The distinguishing feature of modified block format is the positioning of the date and closing on the RIGHT, while the body stays flush left.]
[Second paragraph: supporting detail, evidence, or explanation. Paragraphs are separated by a blank line, not an indented first line. Modified block is widely used in business correspondence.]
[Closing paragraph: desired next step, thanks, and contact information.]
[Closing, e.g., Yours sincerely,]
[Your Full Name]
[Title / Position]
Enc.:  [List enclosures, or remove this line]




