Formal Letter Formats
Full-block and modified-block templates plus a filled example, from all-docs.net. No signup required. Replace the bracketed text with your own details.
Full-block template (everything left-aligned)
[Your Name]
[Your Address]
[City, Country]

[Date, written in full: 15 September 2026]

[Recipient Name]
[Title]
[Company]
[Company Address]

Dear [Mr./Ms. Surname]:

RE: [SUBJECT OF THE LETTER]

[Paragraph 1: state why you are writing in the first sentence.]

[Paragraph 2: the detail, the facts, and what you want to happen.]

[Paragraph 3: the action you are asking for and how to reach you.]

Yours sincerely,
[Signature]
[Your Name]
Enclosures: [list attached documents, if any]
Modified-block template (date and close move to the centre)
                                        [Your Name]
                                        [Your Address]
                                        [City, Country]

                                        [Date]

[Recipient Name]
[Title]
[Company]
[Company Address]

Dear [Mr./Ms. Surname]:

RE: [SUBJECT OF THE LETTER]

[Paragraph 1, left-aligned.]

[Paragraph 2, left-aligned.]

                                        Yours sincerely,
                                        [Signature]
                                        [Your Name]
Filled example (full block)
Grace Achieng
P.O. Box 12345 - 00100
Nairobi, Kenya

15 July 2026

Mr. James Otieno
Customer Service Manager
Summit Retail Group
P.O. Box 54321 - 00200, Nairobi, Kenya

Dear Mr. Otieno:

RE: REFUND FOR ORDER 4821

I am writing about order 4821, which I placed on 5 July and which arrived with two broken items. I have attached photographs and the delivery note.

Under your returns policy I am entitled to a refund for damaged goods. I am asking for a full refund of KSh 8,400 to the card I paid with, within 14 days. I have kept the items for collection.

Please confirm in writing that the refund is being processed. You can reach me on the details above.

Yours sincerely,
Grace Achieng
Enclosures: 2 photographs, delivery note

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free templates from all-docs.net/formal-letter/formal-letter-formats/
