FORMAL LETTER WRITING

A formal letter is one written in a formal and proper language and it follows a certain logical format. Usually we use the block format where all subheadings begin on the left hand margin. 

Such letters are written for official purposes to authorities [in church, societies, school, departments, etc] and colleagues. Therefore information must be relayed in a professional way and each type of letter has its own content. The formal letters to be studied are; 

· Application letter,

· Apology letter

·  Complaint letter

· Enquiry letter

· Invitation letter

· Order letter
·  Request letter.
BLOCK LAYOUT OF FORMAL LETTER

	SUBHEADINGS
	EXAMPLE

	1. Sender’s Address 

· The last word on the address must be in capital letters.
	Central School

P M Bag 9016

PORT VILA

	2. Date

· Date, month, year
	26 March 2020



	3. Receiver’s Address

· ‘The’ must always be before the position of the receiver
	The Manager

Wilco Hardware

P O Box 201

PORT VILA

	4. Saluation
· Capital ‘S’ for Sir & Capital ‘M’ Madam and madam without an ‘e’.
	Dear Sir

	5. Subject
· If write using small letters case then the subject must be underline. If capital letters then do not underline subject.
	A COMPLAINT ABOUT A PURCHASED ITEM

	6. Content

· Different letter letters have different order /paragraphs in the content

· Example: Complaint letter

· Para 1: introduce yourself

       : State the   

       : complaint/concern.

· Para 2: Detail the complaint
        :What happen? Where it         

          happen?

· Para 3: Provide suggestions for 

                 improvement.

· Para 4: conclusion
	I am Freddy Nory, the Principal of Central school in Port Vila. I am writing this letter to raise my concern about a lawnmower that was purchased on 15th of February 2020 but was delivered a week late to my school. In addition it was the wrong model of lawnmower that the school ordered.
The model delivered was not able to start and the school lawn was not mowed since then. 
The school will return the lawnmower and suggests that you replace it with the correct ordered lawnmower. Please also check that the lawnmower is able to start and should work.

Thank you for your understanding and the school hope your Hardware will deliver soon.



	7. Conclusion
· Use ‘truly’ for some you know and ‘sincerely for someone you do not really know.

· No apostrophe ‘s in ‘Yours’
	Yours truly

	8. Signature
· Only in one to three lines
	F. Nory

	9. Print Name

· Print full name
	Freddy Nory


Activity
Write a complain letter about the expiry food like Chicken wings and potatoes that your mum bought at Au Bon March. Include in your letter the details of complain, the date you bought the goods and state your complain to the manager of Au bon Marche. Write your home address then the manager’s address like the sample above. The manager’s address is stated below.
The Manager

Au bon Marche
P O Box 207
PORT VILA
