Informal Letter

Formal Letter

Writer's Writer's Address
Address Recipient's Address Date
Date
Salutation | Salutation
Title
Introduction
(Purpose of Writing) Introduction
(Purpose of Writing)
Body
(Points*Elaborations/Examples) Body
(Points+Elaborations/Examples)
Closure
Closure
(Suggestion/Hope)
| Writer's Signature |
Weriter's Signature
Name
Position
Formal (Memo) Report Report
To Recipient's Position Title
From Writer's Position
Date dd/mmlyy Introduction
(Purpose of Writing)
Title
Body
Introduction (Points+Elaborations/Examples)
(Purpose of Writing)
Closure
Body
(Points+Elaborations/Examples)
Reported by,
Closure Writer's Signature
Name
Position
Reported by,
Writer's Signature
Name
Position
Article Speech / Talk
Title Greetings |,
by ....(Name) ....
Introduction
) (Introduce oneself / topic)
Introduction

(Introduce topic)

(Purpose, Expression of thankfulness to the audience for opportunity)

Body
(Points+Elaborations/Examples)

Body
(Points+Elaborations/Examples)

Closure

(Suggestion)

Closure
(Opinion/Suggestion/Hope)

Thank you. |




