
Elements of letter writing

I’m writing to let you know…..

1

beginning the  letter

complaint letter

formal (complimentary) closing

2

This letter is to inform you of a problem I have had with a 
product  that I purchased at your shop. 

3

Dear Mr. Jones:

salutation/greeting

polite closing

Thank you very much for your time.

5
4

I would like to be considered for 
this position with your organization.

job application letter

Best Wishes,

7

6

8

letterhead

9

signature

Match the vocabulary below to the items above.  The vocabulary may match more 
than one item.

handwritten

10

block format
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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 
 


