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TOPICS IN LETTER WRITING

<+FORMAL LETTERS
<+INFORMAL LETTERS
<+DEMI-OFFICAL LETTERS
< BUSINESS LETTERS



DEFINITION OF “LETTER”

LET R

“*AWRITTEN OR PRINTED COMMUNICATION
DIRECTED TO A PERSON UR ORGANISATION.”

(httpeducation.yahoo.com/ reference/dictionary’entry/letter)

LETTEES MAY BE CREATED AND SENT AS -




How
will you
respond
as ceo
of the
compan

y?

Respected air,
I just wanted to take a moment to write to you to ask for a job. People like you make

our world lbdhrrﬂ.ﬂdmr]jrblmujmhhth:dnth-h de:l:-l
overcome fears and learn important skills. I think I can help your business to reach
high!

I did my btech in instrumentation from Nes College of engineering, I have my
experience as working as control engg. I think I can do my best if you choose me.

Best wishes,
AKSHAFY VS




FORMAL LETTERs

WHILE WRITING A FORMAL LETTER , THERE 1S A FORMAT THAT YOU HAVE TO USE,
CHARACTERISTICS

» ADDRESSEE: SOMEONE WE DON'T KNOW.
* WE TALK ABOUT: WORK, BUSINESS OR OFFICIAL
SUBJECTS.
* KINDS OF FORMAL LETTERS:
WHAT KIND OF BUSINESS LETTER
AM | WRITING ? < LETTER OF ENQUIRY

“ LETTER OF APPLICATION
% LETTER OF COMPLAINT

< LETTER OF REGRET
< THANKYOU LETTER



YOU R NAME AMD

ADDRESS LAYOUT

MAME AMD ADDRESSOF
RECEIVER

SUBJECT

SALUTATIOM

madan)

GREETINGS
YOURMAME AMD

\
N DATE

PLALCE SIGHATLURRE




INTRODUCE YOUR REEASON FOR WRITING, NOT YOURSELF.

Please remember you are not writing to your friend, so keep it formal.

DON'T ASK HIM HOW HE IS, OR YOU ARE PLEASE TO BE WRITING TO HIM.

Give more details as to what you want and your reasons for writing.



IVth PARAGRAPH
WHAT SOLUTION YOU HAPPY TO SETTLE THIS SITUATION.




INFORMAL .
LETTER

AN INFORMAL OR. A FERSONAL LETTER 1S A LETTER SEND TO CLOSE FRIENDS OR
RELATIVES




LAYOUT

SALUTATION(sir and
madam)

I's paragraph
[I's paragraph and III's paragraph

IW's paragraph

YOUR MARME AND SIGMATURRE




WHAT WE HAVE TO WRITE?

Ist paragraph
$SAY HELLO
S EOMETHING ABOUT LAST LETTER.

SOME USEFULL INTRODUCTION

It was great to hear from you.

dHow are you? | hope everything is well for you.

W Thanks for your last letter.it was interesting
reading it/l really enjoyed it reading.

| HOPE WE'RE FRIENDS
UNTIL WE DIE



lind & llird Paragraph

BODY
REASONS FOR WRITING

~WHERE YOU ARE
~WHAT YOU ARE DOING
» NEWS ABOUT YOURSELF AND

YOUR SITUATION -
v ’.w & Write back soon.
%+ Please ,write soon.
v Well | must finish because.....ccccecvceienrnnnnns o Looking forward to see you
f I rEally muﬁﬂha\"E tu BD nﬂw I EEE NN NN DR EEE DN -IE:’I mn"‘l Hfﬂi!' fo hmrﬁﬂm}.m

SAYING GOODBYE /




BUSINESS LETTER

W rcqulm it?

To provide a convenient and inexpensive means of communication witheut personal contact.
+* To seek or give information,
" Tov furnish the evidence of transaction entered imto,

< To provide a record for future reference.

BUSINESS
%+ Official letters
*»* Demi-official letters
“»Internal letters
*Form letters




STYLES OF BUSINESS
LETTERS

* The words in a business letter and the way in
which they are arranged express the writer’s
personally and give the letter it’s best
appearance is called the style.

= In full block style all the elements of the letter,
on the page are aligned flush with the left
margin.

* Full block is the easiest format to use and it
produces clean looking page.
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DEMI OFFICIAL LETTER

v'IT IS THE FORM OF A BUSINESS LETTER.

v'WHICH WE WILL WILL SPECIFYING SOMEONE
EXACTLY (ADDRESSE).

v'FOR EG: IF WE ARE WRITING LETTER TO OUR VICE
CHANCELLOR ABDUL RAHMAN ,PRIMEMINISTER, THESE
ARE EXAMPLE.
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