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2. Writing letters

Texts such as letters often look the same but can have different purposes. 

a) A personal letter from a friend can be set out in whatever way the writer wishes and will often describe a person, place or thing.

b) A business letter is addressed to a business entity to inquire, inform, or request, or to a private individual or individuals for business purposes.


35 Olive Road Primrose East


Germiston – 1401


February 14, 2013


Dear Tiara,


How are things going…


I heard that…


Did you hear about …





I have to go now…


Keep me posted…





Your friend,


Roseanne





HEADING: Includes the address and the date








GREETING: The greeting usually starts with 'Dear' and is followed by the person's name and then a comma.





BODY: After skipping a line, you begin the body of your letter which is the main text of your letter. 








CLOSING: The closing includes a short capitalised expression such as 'Love' and is followed by a comma. Skip a line after the body before writing your closing.








SIGNATURE: You sign your name beginning directly below the closing.








(Your Address) ___________________


(City, postal code) ___________________





_____________________


(Date)








_____________________


(Full name and title of person receiving the letter)








_____________________


(Address)








_____________________


(City, postal code)








Dear _________________________,


(Person’s title (Mr./Dr.) and name)








Introduction


The first paragraph is to state the reason for writing the letter. 





I am contacting you for the following reason…








Body of the letter


The second and third paragraphs are to give the facts of your inquiry, request, or the necessary information to support your reason for writing the letter.





I would very much like…


I’m an imaginative, curious and…








Conclusion


If you are expecting a response or action to be taken, then you must state what you expect. You must include clear contact information for the recipient to be able to follow through.





I’m looking forward to hearing from you soon.








Closing


Sincerely or Yours truly, 





_________________________


(Write your full name)


_________________________


(Signature)










