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Letter Writing




what is a letter ?

A letter Ls a form of
wrlttenm communteation
from ong person to the
other tn order to convey

something,.




Kinds of Letters

2) Formal
Letter/Offieial Letter

b) nformal
Letter/Pevconal Letter




Formal Letter

a) A formal letter Ls written for an

b)
c)

ol)
e)

offietal PUIposSe with an
obJ ective.

The language ts formal.

it has a particular format which
must be used.

Writtem on to the point, briefly.

Contractions (cant/don't...),
abbreviations, nicknames must
not be used,

How are formal and informal Letters different?

a)
b)
c)
o)

e)

Informal Letter

Awn Lnformal Letter Ls written
to a friend, relative .

The language can be informal
and casual .

Does not have a very rigio
format.

May be long and include many
personal matters.

May use contractions
(cant/dont....),abbreviations
and nicknames.
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what s a
formal
letter?

A formal Letter Ls written for an officlal purpose.

A spectal /particular format Ls used to write a formal
letter. A formal language Ls used to write k. The
people who recelve it do it L an offielal capactty.



Let's see the format of a formal Letter.
Formal Letter
Format

a) from adodress

Leave a line (LL)
b) Date of writing the Letter
Leave a line (LL)

c) receiver’ s name / designation § add

LtL
d) Subject
LL cont. on the next slide




e) Salutation

) body of the Letter
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h) signature of the sender

LL
L) Name of the sender
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FORMAT OF ATORMAL LETTER

sender”s address

leave a e

[ -
date: dd'mmyy,
| month inw

leave aline
{::I e

TeElver's nEme

e ad

leave a lime

leave a line
N —
© | =ahitation
leave a lime '
fy
fthe btter
from hers)
troducton

{if) mformaten-purpase

(ifi) upmary and conveying eraitude

leave aline
. 0

El | subscription -Yours trely / sinceely
leave aline

aiar’s siznatre

leave aline
[ N
senisr’s name







