
The UK format is similar to US full block format, with these key differences for UK letters: 

• The return address is right-aligned 
• The date is written as “15th May 2008” not “May 15, 2008” 
• A comma, not a colon, follows the recipients’ name 
• The subject (if included) is centred 

In the UK, a standard business letter looks like this: 

 

	
  


