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WRITING FORMAL LETTERS

The late Malcolm Forbes, editor in chief of Forbes, one of the most popular
business magazines today, gave this advice about formal letter writing:

The chart on the next page shows where these items go in your letter.

Formal letters have a variety of purposes, including complaining about inadequate
goods or services, applying for a job, or soliciting new customers for your business, to
name only a few.  However, all of these letters have a common goal—to get the results
you want from someone you may or may not know personally.  Here are some tips
for formal letter writing.

1.  On the receiving end of
your letter is a human
being!  Remember to be
polite, even if you are
writing a complaint!

2.  Be BRIEF and to the
point!

3.  Use formal language and
check your letter for errors.

1. Call the person by name;
2. Tell what your letter is about in the first

paragraph;
3. Be honest;
4. Be clear and specific;
5. Use accurate English;
6. Be positive and natural; and
7. Edit ruthlessly.



The Specifics: Sample Formal Letter (complaint)
The sender’s address

The date

1. The name of the person to whom you
are sending the letter, his/her title, name
of the company, and address.

1.  Formal greeting.

2.  State the problem up front.

3, 4, 5, & 6.   Briefly explain the
specific details of the problem,
including dates, costs, and other
relevant information.

7.  Edit ruthlessly.

4.  Mention any attachments.

4.  Close with your request and a
courteous statement of thanks.

Formal closing.
(Leave space to sign your letter.)

Type your name and title (if any).

YOUR INITIALS/secretary’s initials

Type this (Enc.) if you are enclosing
any documents with the letter.

1234 Royal Palace Road
Albuquerque, NM  87110

January 21, 1999

Mr. Joseph Toad
Credit Manager
It’s Curtains for You, Inc.
987 E. Central, N.W.
Albuquerque, NM  87103

Dear Mr. Toad:

Recently, I purchased drapes for my living room from your
company.  However, the drapes I ordered are not what I
received, and although I returned them for credit, I am still
being billed for them.

On December 15, 1998, I ordered as set of #6423 drapes in
purple velvet for my throne room at a cost of $25,000.  Imagine
my surprise when your installers showed up with a set of
tangerine chiffon drapes instead!  Of course, I refused to allow
                                                 S
these draperies to be installed, since they were not what I
              , I did not accept them.
ordered. ^ I immediately contacted Mr. Steve Austin, who took
my order originally.  He assured me that I would receive the
proper drapes in time for the Royal Ball on Christmas Eve.  I
did, in fact, receive them; however, both sets of drapes showed
up on my bill.  I have instructed the Royal Treasurer to pay only
for the purple velvet drapes that I ordered.

Attached are copies of my order, the billing statement showing
both sets of drapes, and my cancelled check.

Please review these documents and adjust my account.  Thank
you for checking into this matter for me.

Sincerely,

Princess Cinderella Charming

PCC/pak

Enc.
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