
Unit 10. Directed 
writing

Letter writing



What is a letter?

A letter is a written message 

that can be handwritten or 

printed on paper.



You may need to 
write a letter in 
your studies, or in 
real life. You may 
be asked to read 
some information 
and write a letter in 
response. The 
following are just 
three examples of 
the type of letter 
you might be 
asked to write:

A letter of complaint or enquiry to a 
company.

A letter to a magazine or 
newspaper, commenting on the 
material and giving your reaction.

A letter explaining or 
apologising for a problem.



As with any piece of writing, remember to 
think about the audience and the purpose.

1. Whom are you writing to? This will help you to decide how formal your letter needs to 

be. If it is a letter to a friend, for instance, it can be in a chatty style and you can use some 

informal, colloquial language. For example: instead of 'I feel I must express my views on 

…' it would be more appropriate to say 'I must tell you what I thought about...'.

2. What are you writing for? Is it to complain, to make a request, to apologise, or to 

defend or attack a particular point of view? The answer to this question will have an effect 

on how you write. For example, if it is a letter to a company then your point must be clearly 

ordered and written in a systematic, logical way. One important point: even if your letter is 

making a complaint about a situation or attacking someone else's opinion, it should never 

be abusive or rude.



How 

should 

your 

letter be 

set out?
Study the layouts for a personal letter 

and a formal letter below. You must set 
your letter out neatly; there is never any 

excuse for an untidy- looking letter.

Although the layout of a letter may not 
be as important as the content, you 

should follow certain guidelines.



A personal 
letter to a 
friend or 
relative

Put your address at 
the top right-

hand corner, with 
the date 

underneath it.

Use an 

informal 

ending..



A formal 
letter



Examples 

of letters

Read these two letters about 

a dog that got out of control.







Exercise 1.







Good luck!


