
ENGLISH OFFICIAL LETTER WRITING

The salutation is an important part of a letter. The choice of the right salutation depends on whether you know the
person you are writing to and how formal your .

Greeting This is where you greet the person you are addressing the letter to. And always be respectful and
considerate in your language, no matter the subject of your letter. However, if these formats are unknown to
you, it would indeed be a complex job to write one. It must be remembered that there are various such formats
for formal letters that people follow. Provide a space in between. If you think the person you are writing to
might not know whether you are male of female, put you title in brackets after your name. Dear Prof Smith,
Use when writing to a named professor. Many jobs require that employees submit a letter of resignation at
least two weeks before the date they plan to leave the job. So let us take a look at a sample format of a formal
letter. Speech Writing Formal Letters A formal letter is one written in a formal and ceremonious language and
follows a certain stipulated format. Dear John, Use when writing to a named male. Sample letters Monster has
a good template to use here , as does the Muse at this link. But remember you cannot address them only by
their first name. In fact, the only difference that you should observe is the indention of the first line of every
paragraph in the body. Body of the Letter This is the main content of the letter. Skip a line, and enter the
correct format for the date. Skip a line, and enter the suitable and appropriate complimentary closing. Then we
sum up the purpose of writing the letter in one line. Before starting to learn the different formats of a formal
letter, you must be aware of its different parts first. Hi, Use when writing to one or more people you know
very well. Divide it into three paragraphs. I will be happy to assist in training my replacement in my remaining
time with the company. The choice of the right salutation depends on whether you know the person you are
writing to and how formal your relationship is. Provide your signature for validity. Conclusively, it should be
neat, professional, and follows the standard formats. A number of conventions must be adhered to while
drafting formal letters. Make it as short as possible but understandable. Follow-up letters are usually sent for
one of two reasons: To check in on someone. Such a format helps in relaying the information in a professional
way. Letters of resignation are very short. Starting your letter There two ways in which business letters usually
start: they make reference to a previous contact, for example, phone conversation, meeting, previous mail
correspondence; or they are the first contact with the recipient. Dear Ms Smith, Use when you have a named
female contact; do not use the old-fashioned Mrs. Closing the Letter At the end of your letter, we write a
complimentary losing. This format is deemed to be the simplest, but it works excellently in various situations.
Less formal but still professional business letters Dear colleagues, Use when writing to a group of people.


