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DEFINITION

What is letter?

What is personal letter?
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LETTER
Letter is a written message 

from one person to another, 

usually put in an envelope 

and sent by post. 

(Cambridge Dictionary)



—Richard Nordquist

“A personal letter is a type of letter (or 

informal composition) that usually concerns 

personal matters and is sent from one 

individual to his/her friends, relatives, parents, 

etc.”

https://www.thoughtco.com/what-is-letter-writing-1691110
https://www.thoughtco.com/what-is-composition-english-1689893


TYPES OF 
LETTER
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THERE ARE 2 TYPES 
OF LETTER



SOCIAL 
FUNCTION
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Social Function of 
Personal Letter

To inform personal matters like the 

writer’s feeling, experiences, plan, 

etc.

To strengthen the bond between 

the sender of the letter with the 

receiver of the letter

First Second



GENERIC 
STRUCTURE
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There are 3 main 
parts of Personal 
Letter

Body

ClosingHeading

It contains :

1. Date of the letter

2. The address

3. Salutation/ greeting

It contains :

1. Introduction

2. Body

3. Closing 

It contains:

1. Complimentary Close

2. Signature





LANGUAGE 
FEATURES
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The language 
Features



Some expressions used

1. How are you?

2. Hope this letter finds you, ...

3. It was so good to hear from 

you ...

4. Thank you for your last letter

5. etc

Starting the letter

1. I am looking forward to 

seeing you soon

2. My best wishes for ...

3. See you

4. etc

Conclusion

Dear, My dearest,

sweetheart,

Dearest, My dear,

My love, etc.

Salutation

Yours, With love, 

Sincerely yours, 

All the love, All 

the best, Best 

wishes, etc.

Closing
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