Format of a Formal Letter
· HEADING: Sender’s Address is written here. Never put your name before address. Write the house number first, followed by the street, town/city and pin code.

· Receiver’s name (if given) or designation & address in the next line

· The DATE appears directly below the address in words (name of the month).

· SUBJECT ( The central theme indicated concisely )

· SALUTATION ( SALUTATION CHECK – LIST )
· For Acquaintances / strangers / Officials / Editors:
Dear Sir / Madam

Dear Mr / Ms / Mrs + Name
· For Authorities :
Sir / Madam

BODY OF THE LETTER

Para 1: Who you are and why you are writing.

Para 2: Details of the problem / topic / issue

Para 3: What you would like the reader to do. Your hope, appeal, warning, conclusion, comment etc.

Para 4: CLOSING THE LETTER

Write YOURS with a capital ‘Y’ and sincerely/faithfully or truly with a small ‘s’,‘f’ or ‘t’ respectively .
SIGNATURE, Full NAME ( in capital letters ) and DESIGNATION of the person writing the letter is put here

