                       Differences between the types of letters

	
	
	Formal
	Semi-formal
	Informal

	full forms or contractions 
	
	only full forms
	some contractions are allowed
	only contractions

	vocabulary 
	
	high level vocabulary, official language
	avoid extremes: no official language - no colloquial language
	words that refer to the friendly relationship

	  
	
	no
	no
	yes

	"polite" structure
	
	could/would frequently
	could/would in moderation
	can you, will you

	passive
	
	gives sense of detachment
	occasionally when it’s reasonable
	no – only when it’s necessary

	complex or simple sentence
	
	complex sentences with serious linking words
	complex sentences with common linking words
	simple sentences or common linking words

	P.S. 
	
	no
	no
	yes

	exclamation mark
	
	no
	no
	yes

	salutation
	
	Dear Sir/Madam,
Dear Mr. Jones,
	Dear Sir/Madam,
Dear Mr. Jones,
Dear Editor,
	Dear Peter,
My dearest friend,

	closing greeting
	
	Yours faithfully, Yours sincerely,
	Best wishes,
[bookmark: _GoBack]Kindest regards,
	Take care, Lots of love, Yours, Give my regard to your family
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