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FORMS OF WRITING 

Letter
A letter is a written message containing information which is sent from one party to another � person-to-person, a person to a group/organisation, a group/organisation to a person, or a group/organisation to another one. The specialised nature of letter writing means that the form of any letter is determined by its type.

Types of Letter

1. Formal letter: it can also be called business or official letter. It is addressed to someone in their official capacity. Examples of letters under this type are letter of application, letter to press, letter of complaint, government, etc. 

It consists of features as: A formal letter contains TWO addresses which are: the writer�s address which must be at the top right hand corner with date and the addressee�s address which comes immediately below the writer�s address, but at the left hand corner without date. It always professional and straightforward. Salutation, Dear Sir/Ma. Conclusion; Yours faithfully, followed by a signature, then your full name.

2.Informal Letter: This is a type of letter written to relations, loved ones, classmates/colleagues and friends. It is the type of letter we write to those with whom we have personal relationships. 

It consists of features as: A friendly tone is used as well as familiar and informal language.  An informal letter contains ONLY one address i.e. the address of the writer at the top right hand corner with date. Salutation; Dear Mum, Dear Friend, etc. Conclusion; Your friend/daughter/son, followed by your first name or the name you're familiar with the person. 

3. Semi-Formal Letter: This is a letter we write to those with whom we neither have a formal nor an informal relationship with. This type of letter is closer to the formal letter in language and tone than it is to the informal letter �even though it shares the characteristics of both letters. It is written to elderly people not related to us, casual acquaintances, etc. 

It consists of features like: This type of letter contains only one address. The language and tone should strike a balance between being informal and formal, but the pendulum should swing more to the side of formal style to show the ‘distance’ between the writer and the addressee. Salutation; Dear Sir/Madam, Dear Prof Michael, etc. Conclusion; Yours sincerely, faithfully. 

Advantages of Letter
1. Letter writing leads to the mastery of the technique of good writing.

2. A letter provides an instantaneous and physical record of communication, without the need of printing. 

3. Letter writing can provide almost the same feeling as a face-to-face therapeutic encounter.
