SEMI-BLOCK FORMAT LETTER
Format: Like modified block — date and closing shift RIGHT. KEY DIFFERENCE: body paragraphs have a first-line indent (tab). No blank line between paragraphs — the indent IS the visual separator.

[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: note the tab / first-line indent here — this is the defining feature of semi-block format. State the purpose of the letter. No blank line follows; the indent serves as the visual separator between paragraphs.]
	[Second paragraph: indented. Add supporting information here. The indent at the start of each new paragraph replaces the blank line used in block and modified block formats.]
	[Closing paragraph: indented. Summarise, request action, and provide contact details. Semi-block is considered slightly less formal — common in personal business correspondence.]

[Closing, e.g., Respectfully yours,]
[Your Full Name]
[Title / Position]
Enc.:  [List enclosures, or remove this line]




