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TEACHING LETTER WRITING

Letters are one of the most used communication instruments in everyday life. Letters are used for both personal and official communication. Letter writing is an activity , which demands care and caution . A letter with spelling errors , wrong choice of words , grammatical mistakes and incomplete information can easily hurt the reader’s feelings.

In class XI and XII the students are required to know the rules for writing the following kinds of letters ;-

1. Letters making enquiries

2. Letters of complaints

3. Official letters (to the Municipal Commissioner , the Principal , Police Commissioner etc)

4. Letters for placing orders

5. Letter to the Editor of a daily

6. Application for a job

Writing a formal letter is a crucial skill that many students need to learn in school. One reason for this is that writing a formal letter is very different from other forms of writing (such as descriptive writing or persuasive writing) and thus is an important aspect of  advanced writing skill that must be  taught in an English class. Students may struggle with formal letters  because many students are not used to having to send physical letters (as opposed to emails), so they are unaccustomed to some basics of writing a formal letter.
How to Teach Formal Letter Writing to High School Students
High school students need to learn the importance of properly formatting and writing a letter. They will use letters for everything from writing cover letters for jobs to writing sales letters if they decide to work in a corporate environment. Use real world examples to teach letter writing to the students.

Instructions
Things you'll need:

· OHP Projector/ Power Point  or hand-outs displaying letter samples
1.  Prepare a sample formal letter to show how a  letter should visually appear. An ideal formal letter should include these aspects: the sender's address in the letterhead or at the top of the letter, the date directly below the sender's address, the recipient's address, an opening salutation (e.g., "Dear Mr. Smith" or "To Whom It May Concern") followed by a colon, the body paragraph(s) and a closing (e.g., "Sincerely”)
2.   Create a list of specific, realistic and interesting assignments where someone would need to write a professional  letter. For instance,  prepare a list of 5 to 6 letters in each of the area stated above like letters of enquiry,complaints,official letters, letter to the editor , application for a job etc.

 3.   Ask each student to choose one of the assignments from your list.

 4.   Teach the basic format of a business letter. Use visuals on an OHP screen, a    large chart , Power Point Presentations or printed materials so that students can see how the finished letter looks. Label each section of the sample letter (date, addresses, greeting, body, and closing salutation). Explain the purpose and required format of each section in detail.

5. Instruct the students about writing a concise and effective body for a particular letter. Help students write the body paragraphs of a formal letter in their note books. Emphasize the importance of avoiding contractions, ambiguity, and passive voice. Explain to students that business letters should be as prompt as possible and focus only on the most relevant points. Explain that the body of the letter should contain a clear-cut introduction presenting the writer and his reason for writing, a middle section that describes the purpose of the communication in more detail and a closing paragraph asking the recipient to take action (such as calling or e-mailing).

Students can follow this format when writing the body of the letter :

1. In the first paragraph, students should identify themselves. Since they are students, they can identify their school and any affiliations if applicable.

2. In the second paragraph, students should briefly explain why they are writing. Next, they should show how they will use the requested information or items. It is important to always be concise and clear. Students should list the specific information needed. They may write their requests as questions. Or, they can list or bullet the specific items of information needed.

3. Last, students should conclude their letter appropriately according to the context.
6. Ask each student to work on a first draft of her / his letter as homework or class work. Evaluate the first drafts and provide suggestions for improvement to create a final draft. Repeat this last step as needed until each student has honed his/her formal letter writing skills.

7. Give students an assignment in which they must write their own sample  letters. Grade them meticulously on it, and ask for re-writes if necessary.
Teachers need to review the proper format of a formal letter with students. All text of a formal letter should be aligned on the left margin. Paragraphs should not be indented. A business letter should include the following:

· Sender’s address (Student's address) {the word ‘ From’ is unnecessary}
· Date (the word ‘date’ is redundant) but write month in words to avoid the confusion between the American and British style
· Name of recipient (first, last, and title) {the word ‘ To’ is unnecessary}
· Address of recipient

· Salutation (Dear Mr./Mrs. Human: )

· Subject line (must be short and clear)

· Body of letter

· Closing (Sincerely etc)

· Signature of writer

Steps for Letter Lesson
PREPARATION: After  the teacher has enumerated on the formal letter format and the parts of the format of the letter, ask students to write a letter. 
Step 1: Brainstorm with students’ ideas on topics for the letter.

Step 2: Direct students to write a rough draft using the formal letter format.

Step 3: Assign students to write a final copy. 
This lesson is one that could be applicable in real life. It is surprising to find that many students do not know how to draft a letter. 
                                                                                                   MEENA JAYARAMAN
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LETTER FORMATS

FULL BLOCK FORMAT 
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Shreshta Caterers


Road No. 9


Nallakunta


Hyderabad – 44





18 May 2011





Mr. K. Srinivas


Secretary


Shraddha Institute of Education


Habshiguda


Hyderabad – 7





Dear Mr. Srinivas





Subject : Special Menu being sent for lunch-Reg





Thank you for giving us the opportunity to serve lunch on the inaugural day of the new B.Ed. programme.


We are pleased to send you a special menu listing the dishes for the lunch. Please mark the ones which you would like us to prepare.


We would also like to inform you that our management has decided to give you an additional discount of 5 per cent on the total expenses.





Yours sincerely





(G. Doraisamy)


 Manager





                                                                                                    Shreshta Caterers


                                                                                                           Road No. 9


                                                                                                          Nallakunta


                                                                                                       Hyderabad – 44





18 May 2011





Mr. K. Srinivas


Secretary


Shraddha Institute of Education


Habshiguda


Hyderabad – 7





Dear Mr. Srinivas





Subject : Special Menu being sent for lunch-Reg





Thank you for giving us the opportunity to serve lunch on the inaugural day of the new B.Ed. programme.


We are pleased to send you a special menu listing the dishes for the lunch. Please mark the ones which you would like us to prepare.


We would also like to inform you that our management has decided to give you an additional discount of 5 per cent on the total expenses.





                                                                                                    Yours sincerely





                                                                                                   (G. Doraisamy)


                                                                                                     Manager











