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• To define business correspondence

• To identify reasons for writing formal letters

• To describe the parts of  a formal letter

• To determine the conventions in writing a formal letter

• To analyze the composition and language register of  sample letters



= means the exchange of  information in a written format for the process 
of business activities.

The correspondence refers to the written communication between 
persons.

Business correspondence can take place between: 
1. organizations, 
2. within organizations, or 
3. between the customers and the organization.



Although most of  our written communication is by email, text message or 
social media, there are still all sorts of  reasons that you might need to 
write a formal letter. These could include: 
1. making a complaint, 
2. questioning a decision, 
3. making a travel reservation, or 
4. writing to an employer to apply for a job or work experience.

Enumerate reasons for you to write a formal letter in the context of  the 
school. 



Your formal letter must create the right impression, just like dressing-
up more formally for a special occasion. 

• A formal letter has a number of  conventions about layout, language 
and tone. 

Convention - a way in which something is usually done, 
especially within a particular area or activity.

• There are set places to put addresses and the date.

• How you begin and end the letter is also very important.



Letterhead or Heading
Date

Inside Address
Salutation

Body of  the Letter
Complimentary Close
Name and Signature
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Most formal letters will start with ‘Dear’ before the name of 
the person that you are writing to:

‘Dear Ms Asuncion,’ 
or ‘Dear Jahnese Asuncion,’

- Western Tradition
https://www.bbc.co.uk/bitesize/topics

https://www.bbc.co.uk/bitesize/topics


Most Commonly Used

Female Male

Most Formal Madam:
Dear Madam: 

Sir: 
Dear Sir: 

Formal My dear Madam: 
Dear Dr. Domingo: 

My dear Sir:
Dear Dr. Ramos:

Less Formal Dear Mrs. Asuncion Dear Mr. Asuncion















Think about the purpose of your letter and include all 
the relevant details to help the reader to respond. 

For example:

In a job application, include some specific details about why 
you are an ideal candidate for the role.



For example:

In a letter of complaint, include a summary of what has 
happened to prompt your complaint, with names, locations 
and dates, if necessary.

Make sure that each point you make is given a separate 
paragraph.



Example: 



Example: 









https://www.google.com/search?q=inquiry+letter+sample&hl

https://www.google.com/search?q=inquiry+letter+sample&hl


https://www.google.com/search?q=complaint+letter+sample&tbm=isch&ved



https://www.google.com/search?q=complaint+letter+sample&tbm=isch&ved



https://www.google.com/search?q=complaint+letter+sample&tbm=isch&ved
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