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November 11, 19-- (Line ?)
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Mrs. Dorinda O'Nejl, Director
Sooner Dffice Temporaries, Inc.
One Williams Center

Tulsa, OK 741724280, , .o re_fwm 2 s 4o dpubie—< o w
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Dear Mrs. O'Neil < (’WJ Qc,\gy’\ ar (Cpmma
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The block format in which this letter is arranged has grown
rapidly in popularity for business and -perspnal letters.
DS
Users of personal computers, word processoers, and typewrzters
prefer bleck format because no-tab stop settings or -indenting
motions are required. The result is greater efficiency. In
addition, block style avoids the errors that occur in other
formats when operators forget to indent certain letter parts.
DS

-Changes -are being made in document formats and placement to

simplify the use of modern office machines and to make people
‘The growing use of block format is just one
of many such changes. Some of the other changes are described
in the enclased pamphlet.

Sincerely yours Cr\c corz«iﬂ/\ﬂ;L
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Jeffrey T. Bellamah, Head
Work Simplification Unit
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Lesson 43 (Lettets) [ Unlt 7, Leam to Format Letters in Block Style
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