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Formal Letter

A formal letter is a formal
way of communicating
between two or more parties.

Formal letters can be

informational, persuasive, \ \
motivational, or promotional. (4j
Whenever possible, formal

letters should be typed and
printed out on standard A4
white paper.
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The most important element -

of writing a good letter is ~ =z

your ability to identify and

write to your audience. You

should use clear and simple

English so that your audience

unglerstands whgat you are L//

trying to say. - \
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Make sure your present your
objective in a clear and concise
manner. Don't be vague about
your objective, most people will
not have the patience to sit
there and guess at the mean'mg"_\
of your letter or the time to @
read a long-winded letter, just Zall\

get to the point without going ‘ >

into unnecessary details.
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When writing a formal letter
your language must remain
professional. Even if you are
writing a complaint letter,
remain polite and courteous,

simply state the problem(s)
along with any other
relevant information and be
sure to avoid threats and
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[image: image6.png]When writing a letter of
complaint you want to keep
it short and to the point.
The complaint letter should

be addressed to the
customer service/consumer
affairs department or the
head office if there is no
customer service
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Compaling -

In the first paragraph you should
identify what the issue is and
any information that you believe A\
is important. You might include
the date/time of the issue,
location, name of personon  {{
duty, name of product or what
the problem was. Be sure to stick
with the facts and avoid putting
emotions into your letter.
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The next paragraph should
state what you would like done

to resolve the situation. If you
received poor service, you

could request an apology or a
coupon. If a product
malfunctioned, you could
request that you could
exchange the product for a
new one or request a refund.
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The last paragraph should
thank the reader for the
time. You can also throw in
some compliments about
something you liked about
their company's product or
service.
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[image: image10.png]An apology letter shows
that you are sorry and says
that you value your
relationship with the other

party. Depending on the
nature of the letter, it can
either be written in the
friendly or the formal letter




[image: image11.png]S8 & & & & 3 3 I
A Fermal (wvitatien

An invitation letter serves the
purpose of inviting a guest to a
party, an event or a celebration
while giving more information
than a traditional invitation
card. It serves two purposes; .
one, to invite the individual to

the event and two, to ensure

that the person receiving the & %‘a
letter is going to attend.

i .m»« ouk

T T T T T



[image: image12.png]The first paragraph of the
letter allows you to introduce
yourself, as well as the
organisation which you have

chosen to represent.

You might include simple
about yourself and who you
are representing in this section
of the letter.
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The next part of the letter outlines \ | /
all of the information about the

event. The date and time should
be included as well as the theme <
and purpose for the event. A date ‘
should be mentioned in which
guests should provide their reply

by, and it may also contain any ‘
information regarding attire and ,
items for the guest to bring.
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Next, the appreciation for the
guest to attend the party should
be shown. Explain why you would
like the person to visit or come to
your event.

When sending an invitation letter,
be sure to edit it completely,
ensuring there are no punctuation,
grammatical or spelling errors
before the letter is sent out.
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