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Types of formal letters

- Request letter

- Covering letter

- Letter message

- Letter of confirmation

- Reminder letter

- Invitation letter

- Thank of letter

- Letter of guarantee, etc.




The characteristics of a formal
letter

Official and monotonous
language
Used stamps, cliches

Various abbreviations are
used

Simple sentences

The tone of the official
letters 1s neutral

Accuracy

Brevity

Objectivity

No emotion and subjectivity




Letter structure

o Body of the letter

o End
o Author's signature

Address Adpec

date parta

appeal obpauieHne

body of the letter Bnaroaapum 3a NMCbMO

body of the letter OCHOBHAaA 4acTb

body of the letter MoaBoAMM K 3aBEPLUIEHMIO
{end | | 3asepwarowan ppasa |
Jauthor’s signature | [ Bawe wma 1




letterhead for official letters

1. Legal entity logo

2 Author of the letter

3 Contacts

4. Date

5 Registration number of the
letter

6. Position and name of the
sender




Formal letter example

John Stewart
1304 Sherman Ave.
Madison, Wisconsin

Lemann & Sons
3597 43rd Street
New York, NY 12008

May24, 2015

Dear Sirs, MepeBoa:

Om: [xona Cmroapma, 1304 Wepmar AseHro, IMaducoH, wumam BucKoHCUH
With reference to your advertisement in Business Weekly Journal could Komy: Komnaruu «JlemanH u coiHosbs», 3597, 43-5 ynuua, Heto-Vopx, wmam
you please send me more detailed description of your monitors. Moo 12008

N - i 24 mas, 2015
| would also like to know about discounts that you provide.
Yeaxaemble [ocnoda,

Yours faithfully, Co cebinkoll Ha ealue obbAeneHue 6 Oenosom exeHedensHuxe
He moanu bbi ebl npucname MHe bonee NodpobHoe onucaHue sallux
Si MOHUMOPOS.
( Ignature) 5 makxe xomen bbl 3Hamb 0 ckudkax, Komopbie bl npedocmasnseme.

John Stewart

C ysaxeHuem,
LxoH Cmrwoapm
Sales Manager Meredxep no npodaxam



