Types of Letters

 

The following are the types of letters we will be writing in our Letter Writing Unit.

1.  Friendly Letter

This type of letter is used for friends, acquaintances, pen pals, etc. It is informal in style and type and uses the Simplified Block Letter Format. The writer knows the audience well.

2. Business Letter

This type of letter is used when you are writing to a business.  It is formal in style and type and uses the Block Letter Format.  The writer does not know the audience well.

3.  Thank You
This type of letter thanks someone for services received, gifts, etc.  The format for this type of letter depends on how well you know the receiver.  A thank you letter to a company would require a more formal format such as Block Format, while a thank you to a friend would suffice with a Simplified Block Format.

	The Basic Business Letter

When writing a business letter, you must pay attention to both the parts of a business letter and to your choice of formats. These notes will explain both concepts.


Parts of a business letter

Date

The date line is used to indicate the date the letter was written. However, if your letter is completed over a number of days, use the date it was finished in the date line. Write out the month, day and year two inches from the top of the page. 

Sender’s Address

Including the address of the sender is expected. Place the address one line below the date. Do not write the sender’s name or title, as it is included in the letter’s closing. Include only the street address, city and zip/postal code. Another option is to include the sender’s address directly after the closing signature.

Inside Address

The inside address is the recipient’s address. It is always best to write to a specific individual at the place of business to which you are writing. If you do not have the person’s name, do some research by calling the company or speaking with employees from the company. Include a personal title such as Ms., Mrs., Mr., or Dr. Follow a woman’s preference in being addressed as Miss, Mrs., or Ms. If you are unsure of a woman’s preference in being addressed, use Ms. If there is a possibility that the person to whom you are writing is a Dr. or has some other title, use that title. Usually, people will not mind being addressed by a higher title than they actually possess. To write the address, use the normal address format. For international addresses, type the name of the country in all-capital letters on the last line. The inside address begins one line below the sender’s address. It should be left justified.

Salutation

Use the same name as the inside address, including the personal title. If you know the person and typically address them by their first name, it is acceptable to use only the first name in the salutation (i.e., Dear Lucy:). In all other cases, however, use the personal title and full name followed by a colon. Leave one line blank after the salutation.

If you don’t know a reader’s gender, use a nonsexist salutation, such as "To Whom it May Concern." It is also acceptable to use the full name in a salutation if you cannot determine gender. For example, you might write Dear Chris Harmon: if you were unsure of Chris's gender.

Body

For block format, single space and left justify each paragraph within the body of the letter. Leave a blank line between each paragraph. When writing a business letter, be careful to remember that conciseness is very important. In the first paragraph, consider a friendly opening and then a statement of the main point. The next paragraph should begin justifying the importance of the main point. In the next few paragraphs, continue justification with background information and supporting details. The closing paragraph should restate the purpose of the letter and, in some cases, request some type of action.

Closing

The closing begins at the same horizontal point as your date and one line after the last body paragraph. Capitalize the first word only (i.e., Thank you) and leave four lines between the closing and the sender’s name for a signature. If a colon follows the salutation, a comma should follow the closing; otherwise, there is no punctuation after the closing.

Enclosures

If you have enclosed any documents along with the letter, such as a resume, you indicate this simply by typing Enclosures one line below the closing. As an option, you may list the name of each document you are including in the envelope. For instance, if you have included many documents and need to insure that the recipient is aware of each document, it may be a good idea to list the names.

Typist initials

Typist initials are used to indicate the person who typed the letter. If you typed the letter yourself, omit the typist initials.
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The Block Letter Format
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The block letter format has every line starting flush with the left margin and a blank space between paragraphs. Below is a format to be used for writing employment cover letters. 

  

Your Street Address
City, State and Zip/Postal Code
Phone Number (Including Area Code) 
E-mail Address 

Today's Date 

Name of Addressee
Title or Position

Street Address

City, State and Zip/Postal Code 

Greetings line--Start with "Dear" and then use the honorific (Mrs., Dr., etc.) with no first name, just the last name. Follow this line with a colon.

Body of Letter in paragraph form

In the Block Format, the first lines of paragraphs are not indented, although a blank space separates each paragraph. 

Sincerely (or Cordially), 

(sign the letter neatly and legibly--don't cram this into a small space) 

Type out your name 

 Simplified Block Letter Format

  
The more informal simplified block letter format has every paragraph indented and usually has a blank line between paragraphs. Your address and signature blocks are lined up to the center or right of centre of the paper.  In the Simplified Block Letter Format, their address is not necessary. 

  
Name of Addressee 

Addressee's Address Lines 
 




Today’s Date


Greetings line--Start with "Dear" and then use the honorific  

(Mrs., Dr., etc.) with no first name, just the last name.  

Follow this line with a comma. 
  
Body of Letter— 

This is where all your information goes. Remember to indent paragraphs. 

  

Closing Line – This line thanks and requests the receiver to respond. 

                                                   Sincerely,

 Sign Your Name

Friendly Letters 
Friendly letters normally have five parts. 

1. The Heading. This includes the address, line by line, with the first line being the date. Skip a line after the heading. The date is indented to the right of the page. If using preaddressed stationery, just add the date.

2. The Greeting. The greeting always ends with a comma. The greeting may be formal, beginning with the word "dear" and using the person's given name or relationship, or it may be informal if appropriate.

Formal: Dear Uncle Jim, Dear Mr. Wilkins,
Informal: Hi Joe, Greetings,

3. The body. Also known as the main text. This includes the message you want to write. Normally in a friendly letter, the beginning of paragraphs is indented. If not indented, be sure to skip a space between paragraphs. Skip a line after the greeting and before the close.

  

4. The complimentary close. This short expression is always a few words on a single line. It ends in a comma. It should be indented to the same column as the heading. Skip one to three spaces (two is usual) for the signature line.

  

5. The signature line. Type or print your name. The handwritten signature goes above this line and below the close. The signature line and the handwritten signature are indented to the same column as the date. The signature should be written in blue or black ink. If the letter is quite informal, you may omit the signature line as long as you sign the letter.

  

Postscript. If your letter contains a postscript, begin it with P.S. and end it with your initials. Skip a line after the signature line to begin the postscript.

 
September 3, 2003

Mack Appleton 

123 Main Street 

Curry, MA, 03467

Dear Mack,

    Hello! How are you? I just was dropping you a line to tell you about my first day of school. It was awesome! I didn't get lost once, my teachers are cool, and I think I can get away with a lot more this year than before.

    There is this thing with the dress code though. Man, I wish they would really lighten up. I mean, really, can't we just wear what we want? I thought we were to be trusted as young adults to make our own decisions.

    Well, the bell is going to ring, so I better get going. Luckily, I can't get in trouble for writing to you in class as this was an assignment. Cool, huh?

    Take Care and I will give you a call soon. 

  

                                       




 Your friend, 

  

  

                                     




   Kim Sprecher 
How to Write a Thank-You Note
There is a six-point formula to the proper thank-you: Learn it, know it, memorize it – and it will never fail you.


1. Greet the Giver 
Dear Aunt Sally, 
That’s the easy part, but you’d be surprised how many people forget it. Even if your handwriting is poor, you must still hand-write your notes. Do not type them or, worse, use a word processor. No excuses.


2. Express Your Gratitude 
Thank you so much for the slippers. 
This first paragraph seems like it would be the easiest, but it is actually the most complicated. Beware the just writing trap. You are not ‘just writing to say’ as in I am just writing to say; that’s stating the obvious. If the giver is reading, clearly you have already written. Therefore use the present-perfect tense, which essentially means write as if whatever you say is happening in the moment.

Also – and this is important – never directly mention money. ‘Thank you for the hundred bucks’ could instead be ‘Thank you for your generosity.’ All cash denominations become ‘your generosity’ or ‘your kindness.’ If you feel the giver overspent, the farthest you can go is appreciated: ‘Your generosity is appreciated,’ or ‘It is such an extravagant gift – your kindness is appreciated.’

If you’re writing to thank someone for an intangible (such as them putting you up at their place while you were in town for the weekend), first define what the intangible thing is, and then make the gift sound as attractive as possible. In other words, don’t say: ‘Thanks for letting us crash at your place.’ Instead say: ‘Thank you for your hospitality.’ Don’t worry if it sounds too simple; the point of writing the note is to create a simple expression of a heartfelt sentiment.

3. Discuss Use 
It gets very chilly here in the winter, so they will get a lot of use when winter comes. 
Say something nice about the item and how you will use it. Let’s say it’s something you actually love and use incessantly – then say so: ‘Ever since I got the slippers I have only taken them off to shower and go to work. I’d wear them to the office if I thought I could get away with it.’

But don’t lie, even though some etiquette books may tell you it’s okay. 

If the gift was cash, allude to how you will use the money, but do not itemize your planned purchases line by line, instead simply say: ‘It will be a great help when we purchase our new home/toaster/lava lamp/whatever.’

 
4. Mention the Past, Allude to the Future 
It was great to see you at my birthday party, and I hope to see you at Dad’s retirement in February. 
Why did they give you the gift? What does it mean to your relationship with the giver? Let the giver know how they fit into the fabric of your life. If it’s someone you see infrequently, say whatever you know: ‘Mom tells me you’re doing great at Stanford, and I hope we cross paths soon.’ If it’s someone you’re in regular contact with: ‘I’ll call you soon, but I wanted to take time to say thanks.’ If it’s some errant family member you have little or no contact with, simply go with ‘You are in my thoughts and I hope you are well.’ Nice, right?

5. Grace 
Thanks again for your gift. 
It’s not overkill to say thanks again. So say it.


6. Regards 
Love,
Leslie 
Simply wrap it up. Use whatever works for you: Love, Yours Truly, With Love. Then sign your name and you’re done.


What’s Not There

Any news about your life. This isn’t the time to brag about your new job, a hot girlfriend, or number of surgeries. The thank-you is exclusively about thanking somebody for his or her kindness. While you may want more than anything to show them once and for all you amounted to something, this is not the forum. Save that for your annual Christmas letter.

Sample Thank You Letters

  Sample thank-you letter for a cash gift:


Dear Aunt Sue and Uncle Tom,


Thank you so much for your generous gift. Lila and I are saving for a new home and thanks to you, we'll be shopping for our dream house very soon. Again, many thanks for thinking of us and for sharing our special day.


Love,

 Derek

  Sample thank-you letter for a gift you like:

Dear Elizabeth and Albert,


Thank you so much for the crystal wine goblets. We now have a complete set! Derek and I are looking forward to your next visit, when we can enjoy a drink together. Thank you again for thinking of us at this special time in our lives.


Warmest regards, 

Lila

  Sample thank-you letter for a gift you really didn't like:

Dear Winona and Leif,


Thank you for the fluorescent lava lamps. You are both so thoughtful! Every time we look at them, we will think of you and this special time in our lives. Again, many thanks for sharing our joy.


Fondly, 

Lila and Derek

