Letter Writing. Personal and Business Letters:

A personal letter should be interesting, informal, and sincere.
A business letter should be clear, concise, and informative.

	1. Address and date:
	At top of the page,
to the right of the middle of the page

	2. Salutation:
	Common salutations are:
Dear Tom
Dear Mr. Miller
My dear Aunt
My dear Mother etc.

	3. Ending:
	Common endings are:
Yours faithfully
Yours sincerely
Yours truly
Your sincere friend
Your loving son etc.

	4. The form of the personal letter is as follows:
	10 Moorgarth Ave
Mount Vale, York
18 August, 2003


	 
	My dear Mother,
I was delighted to hear that you
.........
.........
Hoping to see you the next weekend,
I am,
Your loving son, Kevin 

	4. The form of the business letter is as follows:
	10 Moorgarth Ave
Mount Vale, York
18 August, 2003


	 
	The Manager
London Engineering Co.
Hampstead Heath
London


Dear Sir,
I would like to ask you if you could send me....
.........
.........
Yours faithfully,
John Miller 


