Elements of letter writing
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Dear Mr Smith:

. . P . My former colleague Joan Brown informed me that you are seeking to hire an office
This letter is to- inform yow of awproblem I have had withv o manager. | worked with Ms Brown at Acme and have 10 years of expericnce a5 an

Ihave long ired XYZ Partnership and would be

pV 1 [ ﬂ [ I pW ; 1 t y I honoured to work for your
ted the company’s transition

gital records. That work p: ‘way for my move tc cme,
Where T assisted the director of Innovation in tracking e development of new
products. I helped introduce the 's system, which

pany.

performed many administrative duties in my

enabled Acme to cut the average time of its pg from 18
weeks to 12 weeks.
I would be pleased to speak with you to discuss the details of the office manager
position. Thank you for your consideration of my application.

Best regards,

Deaw Mr. Jones: 6
Best Wishes,

5

Thank yow very much fov your time.

I'mywriting to-let yow know..... 7
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I would like to-be considered for
S this position withy yowr organigation.
///‘ 4 < "/21’
Joe H. Bloggs
10
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Match the vocabulary below to the items above. The vocabulary may match more
than one item.

handwritten formal (complimentary) closing

salutation/greeting

|etterhead job application letter
signature beginning the letter

complaint letter
polite closing block format
the body



Answers
1 handwritten/formal closing
2 letterhead
3 beginning the letter
4 polite closing
5 salutation/greeting
6 body/job application
7 polite closing
8 beginning the letter
9 signature/handwritten

10 job application



