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LETTER WRITING

Introduction

Despite faster means of communication -email, fax, message, etc. - the letter has not lost its importance. Formal letters which we write to businessmen, officials, editors of newspapers are as important as they were. They are kept as record or proof.

KINDS OF LETTERS

· Informal
·  Formal 
· Semi-Formal

1. Informal Letters : Informal letters are writtento friends and relatives. They are written to conveY some message or newsshare our feelings and thoughts on an important issue advise or suggest invite somebody make an nnnouncement, etc.

2.  Formal Letters : Formal letters are written to officials,businessmen, editors, etc. They are written to make a complaint make an enquiry place/cancel an order make a proposal draw attention to some public grievance highlight an issue for public awareness.

3. Semi-Formal Letters : These letters are written to strangers or mere acquaintances. They are written to draw attention to some problem make an enquiry make a complaint

PARTS OF A LETTER

(I) Address :

You have to put your address on the top left hand corner of the page. Do not put your name;

only the house name, number and the locality,the city or town and the pin code are to be

written, e.g.

     House name:

Laxmi Niwas

    House Number and locality :

55 Civil Lines

    City or Town with pin code :

Lucknow 226003

The address can be with or without punctuation marks, i.e., you can put a comma

after every line of the address, finishing off the last line with a full stop or you can leave

it without any punctuation mark. But care must be taken that if you are not using punctuation

marks in the address, then you must not use punctuation mark in the subscription also, e.g.

	With Punctuation Marks
	Without Punctuation Marks

	LaxmiNiwas,

56Civillines,

Luclotou-22frAi.

YoursfaithfuIlv,

StevenLee.


	Laxmi Niwas

56Civil Lhes

Lucknow 226A03

Yours faithfully

Steven Lee




Now the address without punctuation marks is in vogue. It is to be preferred.

(ii) Date :

The date is written below the address after leaving one line. There are many ways of

writing the date and it is a well-noted fact that students often get confused. So only one safe

way is suggested here. You are advised to repeatedly practise this way of writing the date:

Laxmi Niwas

56Civil Lhes

Lucknow 226003

8th  March 2016

You must note the following :

1. 8 followed by th, the th must be written on the line-

2- March is written in full. Do not use Abbrereviations like Mar. or Apr. or Sept.

3- The year is written in fuIl. Do not write 15 instead of 2016
SALUTATION
In informal letters the salutation depends on the relationship or closeness with the person

to whom you are writing the letter. Study the following and you will get a fairly good idea

of how to salute whom :

Family members and close relatives:

Dear Daddy, Dear Mummy, Dear sister Aparna, Dear brother Mohit, Or Dear Aparna,

Dear Mohit (if you are the elder brother), etc.

Close friends:
Dear Trevor, My dear Trevor, My dearest Trevor.

Acquaintances :

Dear Mr Maugham, Dear Mr Dias, Dear. Mrs Chatteriee, Dear Lisa Gupta.

(While addressing acquaintances, we always write the surname of the person.)

(iV) Opening Sentence :

The letter is written

1 . in response to a letter received by you,

2. to inform the person about something

3. to iust keep in touch or connected
4. to advise a friend/brother/sister on a

     certain problem,

5. to express bereavement,

6. to console a fiend,

7. to sympathize with a friend,

8. to apologise,

9. to congratulate.

Given below are some examples of opening sentences :

1. I am sorry I could not write to you earlier as I was preparing for my exams.........................
2. I am glad to have received your letter at last and am delighted to learn that ........................
3. I was delighted to go through the contents of your letter and ......................................
4. Received your letter and was very happy to learn that .............................
5. Thank you very much for your lovely gift ............................
6. I was shocked to learn of the sad demise of................ .

7. I was extremely sad to hear of ..............................
8. I must sincerely apologise for ................ .

9. I heard incidentally that you were .....................................
10. My heartfelt congratulations on your success in the examination ..................................
Do not use outdated opening sentences like :

1. Hope this letter finds you in the best of health as I am the same here.

2. Hope this letter finds you in the best of health

3. Hi, how are you? I am fine here and hope the same for you.

(v) Body of the Letter :

This is the most important part of the letter as it deals with the subject matter. Keep in mind

these points while writing the body of the letter :

1. Read the question once again and plan what you are going to write in the body.

2. The body of the letter must be divided into paragraphs. Remember, a letter without          paragraphs becomes directionless and boring to the reader.

3. While writing formal letters, stick to the point without beating about the bush.

Rememberr you are writing to a person holding an important position in a place

of public dealing and he does not have time for pleasantries.

4. Be courteous even in letters of complaints. Remember, you are complaining to him to get a mistake rectified and not to annoy him unnecessarily, because he may not be

personally at fault.

5. Be sincere and realistic in your writing.

(vi) Concluding Sentence:
The last sentence of the letter is bringing your subject matter to a conclusion, so it must sum

up what you want to say in a precise manner. You may convey love to family members and

good wishes to friends and acquaintances.

Some examples of concluding sentences of a letter :

1. Do give my regards to Aunty and Uncle and love to all pt home.

2- Looking forward to hearing from you soon.

3. I am really excited and looking forward to your visit.

4. Do write back soon.

5. Keep in touch as you are very dear to me.

6. I'll end here now with lots of love to you.

7. I know you are busy but do write to me sometimes.

8. Stay connected.

9. My best wishes are always with you.

10. Do let me know if I can be of any further help.

(vii) Subscrlption or Leave-taking :

This part of the letter is also important as it requires you to be courteous and, once again,

depends on your relationship with the person you are writing to.

Family members and relatives :

Your affectionate son/ daughter/ niece/nephew/ brother/ sister, etc.

Yours affectionately

Your loving son/ daughter/ niece/ nephew/brother/ sister, etc.

Yours lovingly

Yours truly

Close friends:

Yours sincerely

Yours lovingly

Your loving friend

Acquaintanrces :

Yours faithfully

Yours sincerely

(viii) Signing Your Name :

The signature or name of the writer come below the subscription as given under:

Informal letters : Only first name is used e.g. Akanksha.

Formal letters : Full name is used with designation if required e.g. Akanksha Khanna.

Opening Sentence: An informal letter may begin like this

(i) Thank you very much for....

(ii) I am happy to tell you...

(iii) I am sorry to say....

Concluding Sentence: Here are some examples of concluding an informal letter

Layout of an lnformal letter

Address of

the sender

& date 

Address of the Receiver--

Salutation

Subject
Body of the
letter

Subscription
Name of

the sender

Opening Sentence :

Examples : (i) Let me express my views on .....

                        (ii) My I draw your kind attention to...

        (iii) We are sorry to inform you ....

Concluding Sentence :

Examples : (i) Looking forward to your response ...

       (ii) Thank you very much...

FORMAL LETTER

Layout Letter













IMPORTANT TIPS

· Think carefully before you choose which letter to write. A formal letter may sometimes be easier to attempt than an informal one.

· Be careful of the layout of the letter.

· Don't write date as 5-4-2016 or 5/4/2016
· Don't put apostrophe before the ‘s’ in writing Yours.
_________________________________________________________________
a means of communication


three kinds of letters : informal,


formal, semi -formal


Informal letters: friends and relatives 


Formal letters : officials, businessmen,


             editors, etc.


Semi-formal letters : acquaintances








Address 


 100 Cool Road Ajmer








Salutation & Subject





Date


4th May 2016


May 4, 2016


Don't write :


   4-5-2016











Signature/Name


Formal letter : Full name & designation, if any


Informal letter : First name, e.g., Seema








Subscription


Yours affectionately


Yours sincerely


Yours faithfully/truly


Don't write : Your's








Body of the Letter


Write your message clearly


Be relevant


Be brief in formal letters








43 , Sector 18


Chandigarh


June 16, 20...











Dear Mahesh














__________________________________________________Yours sincerely





Rakesh





Address of the sender & date





100 –R Model Town


Patiala


10th June 20...





The Editor


The Tribune


Chandigarh





Sir/ Madam,





Subject: Cruelty to animals





___________________________________________________________________________________________________________________________











Yours faithfully


Ramesh





Address of the receiver





Salutation





Subject





Body of the letter





Subscription





Name








