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• The format is up to the user.

• Uses personal names , not titles.

• Use a comma in salutation.

• Discuss personal issues, not usually business issues. 

• It can either  be printed or hand-written.





• we might write a 

friendly letters  to our 

parents and friends, 

classmate, and  

neighbors.



• The heading : it  includes the 
writer’s address and the date. It is 
written in the  upper right- hand 
corner of the page. 

• The heading  should include  the 
street address on one line, followed 
by the city, state, on the next line. 
The 3rd lines is for the date.

• Use a comma between the date 
and year 

• Note: 

• 1-if you are writing to someone 
you know, you don’t have to write 
yours address.

• 2-write your address to those who 
don’t know you well.



• The Greeting: it is written 

under  the heading  at 

the left margin. It begins 

with a capital letter and 

ends with  a comma. 

• You can write (Dear)+ 

person’s name.

• Or Hi+ name, 





• The body: is the 
information  you are 
writing in your letter. 

• Be sure to indent each 
paragraph.

• "How are you doing?" 
or "How have you 
been?" are common 
ways to start a letter. 
Asking a question helps 
make the letter feel 
like part of a longer 
conversation.

• Referencing the time of 
year is another 
common letter opening







• Closing : in the closing the first word should be  
capitalized  and you put a comma  after the 
last word.

• It is located on the right hand  side of the 
page below the body.

• Ex: Sincerely, 

• Your friend, 

• Love, 

• very truly yours, 

• Your son,

• Try to end the letter on a note that will leave 
your friend with positive feelings.

• Encourage your friend to write back. If you'd 
like a response, write, "Hope to hear from you 
soon," or, "Please write back!"

• Signature : your names should be written 
directly under the closing

http://www.wikihow.com/End-a-Letter






• Write a letter to your  friend. 

Try to apologize for missing 

his birthday party and 

explain why you missed it.

•


