Types of Letters

 

The following are the types of letters we will be writing in our Letter Writing Unit.

1. Persuasive

This type of letter is used to persuade a person, company, organization, etc., into an action of some sort. This type of letter uses the Block Letter Format. The writer does not know the audience well, but knows their beliefs.

2. Complaint

This type of letter is used to lodge a complaint about a product or service. This type of letter uses the Block Letter Format. The writer does not know the audience, but needs to make a case why the product or service is faulty. The letter is very formal and straight to the point.

3. Application

This type of letter is used to introduce yourself to a company or organization in the application of the job. This type of letter uses the Modified Block Letter Format. The writer knows general information about the audience. The purpose of this letter is to "sell yourself" to the reader.  

4.  Friendly Letter

This type of letter is used for friends, acquaintances, pen pals, etc. It is informal in style and type and uses the Simplified Block Letter Format. The writer knows the audience well.

5.  Thank You
This type of letter thanks someone for services received, gifts, etc.  The format for this type of letter depends on how well you know the receiver.  A thank you letter to a company would require a more formal format such as Block Format, while a thank you to a friend would suffice with a Simplified Block Format.

