How to Write
a Formal Letter

The editors at Scribendi.com explain how to write a
formal letter



Use These Tips When
Writing a Formal Letter

In today's Internet- and email-
driven society, the need to write a
formal letter arises less often than
it did in the past.




However, it is still occasionally necessary to

present a formal letter for the following reasons:
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to obtain information

to apply for an academic program or a job
to write a ,or

to express your opinion in an effective and
coherent manner
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Tips for Writing a Formal Letter:
Be Concise

» State the purpose of your formal letter in the
first paragraph, and do not veer from the

subject.

» Try to avoid flowery language and long
words.

» Keep the letter short and to the point.




Use the Right Tone

A business letter or formal letter should be
written in a tone that is slightly more formal
than your everyday language.




Avoid the following:

+ slang or jargon

+ contractions such as f'm, can't and it’s
+ vague words such as good and nice

Be polite and respectful, even if you are complaining.
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Once you have written your formal letter, carefully
check the grammar and spelling.

= Use the spell checker on your computer and then
re-read the letter, because the spell checker will
not likely catch every error.
Use a dictionary or thesaurus, if necessary.
Check the grammar and punctuation for
correctness, and make sure the sentences are
complete.




It is usually a good idea to have someone else
proofread your formal letter, even after you have
done so, because you may have overlooked errors in
something that you have read many times.

If this formal letter is important enough for you to
take the time to write, do not rush its completion.

Errors may diminish the impact of the statement or
impression you are trying to make.




Present Your Ideas Properly: Formatting a
Formal Letter

Adhering to the standard conventions of good
formal letter writing and presenting your letter
attractively will ensure that the recipient seriously
considers your thoughts and gives them the
attention they deserve,




Heading

The heading consists of your address (but not your name) and the date.
Telephone numbers and email addresses are not usually included here, but

they are acceptable. Set in a block format, the heading goes in the top left
corner of the page.




Inside Address

The inside address consists of the name and address of the person to whom
you are writing.

You should try to address the formal letter to a specific person; however,
if you do not know their name, at least try to include their title.

This address is usually placed four lines below the heading if a word

processor is used or one line below the heading if the letter is
handwritten.




Salutation

Skip one line after the inside address and write the salutation. Your
choice of salutation depends on whether you know the intended
recipient of the formal letter. The most usual greeting is
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followed by the person’s name




If you do not know whether the person you are addressing is a
man or a woman, you may begin with:

Vs may be used if you do not know the marital status of a
woman. Furthermore, if the person has a specific title, such as
Ur., make sure you use it.




Body

Skip one line after the salutation, and begin writing the body of the formal
letter.

This is the main part of the letter.

It is best to use short, clear, logical paragraphs to state your business.




Closing and Signature
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This is the end of the letter.

= Skip one line after the last paragraph of the body
of the letter, and write the closing.

= Only the first word of the closing should be
capitalized. It is punctuated with a comma.
Leave several lines after the closing and type or
print your signature. Using ink, write your actual
handwritten signature between these two printed
lines.




(Namme and address of the sender)

The English Language Department,
SMEK(P) S Muteara,

Jalan Aaa ltam, 10460

Pulau Pinang.

(Address of the recipieni)

The Manager,
Intel Industnes Sdn. Bhd..
Jalan Tun Uda,
Bavan Lepas,
¥ - ¥

Date

Dear Sar / Madam, (Crreeting)
Reguest For The Visit To The Factory (Subject heading)

I look forward to heanng from you soon. Thank yvou. (Closing remark and thank vou)

Yours famthful by,

A sigrnatiee )

MNAME )







/format of'writing an informal

Format :

Explanation
Address
- The writer's address is written at the top left hand
corner
For example:
25, Jalan Tebing 8/8,
Seksyen 8,
40000 Shah Alam,
Selangor Darul Ehsan.
Date
Written below the address.
For example: 6 June 2011 For example: 6 June 2011




Written on the left-hand side of the letter.
Begin with:
@ Dear........,
For example: Dear Amin, Dear Latifah,

) Dearest or My dear...., (for close friends & family)

For example: Dearest father, My dear Uncle Syed, Dearest Siti,




PDd T“IE id

_._-__-_J._ w\,__n_-

You may begin your letter by:

Asking about the person’s health. For example:
How are you? | hope that you're in the pink.
How's your family getting on”?

I'm fine and | hope you're fine too.
| hope that you're as fit as a fiddle.

Asking what the reader had been up to?
How's the weather at your place”? Not too hot | hope.

Did you get to visit your grandparents?

Did you go on your trip to Paris as you had hoped”? Theysay Paris
IS a beautiful city.




r;!'-._ir-.-"' NATOCLY || 11

'—[-*-I":'! .'-'f'll-‘ T Iu ) i |
i B

: Expressing happiness: For example:
) | recelved your letter on...

@ I'm happy to receive your letter...

@ Thank you for your letter which | received.....
@ I'm so glad to hear.....

@ I'm glad to learn that....

EXpressing sorrow:
@ I'm sorry to hear that.....

Expressing apology:
@ 1I'd like to say sorry for...
@ I'm sorry for not writing....




In the 2™ paragraph, mention your main reason for writing
the letter. You may use the following phrase:

@ Inyour last letter, you wanted me to describe / advice
@ 1I'm writing this letter to....




Inform the reader that you are ending the letter. You mayuse the
following phrases:

I'll write again soon.

Do write to me soon.

Well, that's about all for now.

Please give/send my regards to...
Please convey my warm regards to....
Let me pen off here.

Take care of yourself.

Hope to hear from you soon.

I'm looking forward to hearing from you soon.
Hope to receive a reply from you.

Bye / Goodbye.
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Signing off

If you are writing to your parents, you can sign ofusing:
@ Your loving daughter,

@ Yours lovingly,

@@ Yours affectionately

If you are writing to friends or relatives, you can sign off using:
@ Your friend,

@ Yours sincerely,

@ Yours faithfully,

@ Your niece / nephew,
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To inform an
authority of
something
important.

People in
position.

Depends on
the question.

Respectful
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To catch up
with a friend.

Audience

Friends/Family

Ask them how they
are doing/invite
them to events.

More lively Culture
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Thank You
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