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Unit T/506/1901; Principles of Business Document Production and Information Management
How to Write a Letter

The key to writing a letter regardless of whether if it is in a personal, formal or cover format, is to communicate in the clearest way possible.
With the rise of email, contact forums, social media and instant messaging, it may seem out of date to communicate by letter, however there are advantages to sitting down and expressing yourself in paper format. Using the traditional paper format shows effort and respect for the recipient and is often the recognised format for more formal communications.
Writing a letter
When writing a letter, you may want to consider the following points:
1. Plan before you write, think about what you want to say and put it down in bullet points or a spider diagram. If you are writing by hand you may want to consider composing a draft before you construct your final version to avoid making any mistakes.
2. When you get to actually putting together the final letter, place all of the information that the reader will want to know at the beginning before you get stuck into the main content. If you are writing to someone you are familiar with, you will not need much except the date, which will let your acquaintance know when your correspondence was sent. If you are writing more formally, the reader may not even know who it is from so it is important that you include all of your contact information at the top. 
3. You should start with a greeting which should begin on the left side of the page. The most widely used opening is "Dear" followed by the person's first name (if it is someone that you know) or surname (if it is someone that you are not particularly familiar with) followed by a comma. If you are composing something very formal to someone that you don't know then "Dear Sirs," would be the correct greeting. For a more casual greeting, you might decide to use "Hello (name)", or "Hi (name)".
4. The opening paragraph should be tailored depending on the recipient. If the format is personal, you might decide to begin with something informal such as, "How's it going?" or a simple "How are you?". If it is a more formal type, you should be direct in your opening paragraph and explain why you are writing. You should summarise the purpose and write in a clear manner so that the reader will be able to understand you.
5. The body in most cases should be the most unique section. As a general rule of thumb most formal correspondence should be no more than two pages long, but personal messages can be as long or as short as you want them to be. The two most important features of the body are that you write in a clear and concise way and that you ensure that each paragraph is engaging.
6. You should use the closing paragraph to indicate the type of response you are looking to obtain. If you would like a response, you may decide to include something like, "I look forward to your response" or, if you prefer a phone call/email, write "Please feel free to contact me via email/telephone".
7. You should include an expression to say farewell (also known as a valediction or complimentary close) for example "Thanks", "Cheers", or "Talk soon" selecting the correct farewell depending on the level of formality. This closing should be aligned to the left of the page and you should sign your name underneath, then print your name under your signature.

If you are writing something formal you should pay particular attention to the content, and try to be as polite as possible. This is especially true when the purpose is a complaint and you do not want to anger the reader as it may result an unsatisfactory response. If you take care to be polite, you may receive more generosity.

[bookmark: _GoBack]

	
	Page 2 of 2

© Copyright 2016 Gateway Qualifications. Permission granted to reproduce for use with cohorts registered with Gateway Qualifications only. Commercial copying, hiring, lending is prohibited.

image1.png
gateway

qualifications





