
WRITING A FORMAL LETTER OF INTRODUCTION

Introduction letters are either formal or informal. Typically speaking, an informal introduction letter is used in the second
case where Person A is introducing.

And always be respectful and considerate in your language, no matter the subject of your letter. What do they
think it is like? Briefly tell the reader about your experience with the person. Reprints You are welcome to
print copies for non-commercial use, or a limited number for educational purposes, as long as credit is given to
Reading Rockets and the author s. It might be when someone has done something wrong. You can also review
my portfolio of work at www. Such letters are written for official purposes to authorities, dignitaries,
colleagues, seniors, etc and not to personal contacts, friends or family. Your friend would be very upset if he
or she went to the wrong place. Then she had run away without even saying sorry when the bears came back.
They make a good follow up exercise after receiving presents or going on a visit. It can be very annoying for
someone to have to struggle to read handwriting. Then, write a letter to a paper or magazine saying why you
believe we should avoid wasting energy. If you are making a special promotional offer or having a special sale
on the new products or services, include information about it. Invite the person to an open house, grand
opening, sale, etc. A major issue is recycling and energy conservation. Give some examples of what you
enjoyed best about the day? Then, briefly describe what you would like to accomplish by sending your letter.
Include telephone number and email if available Greeting â€” There are several variations that can be used
depending on how well you know the person: Dear Mary, Hi Mary, Greetings Complimentary close â€” short
comment, for example Love, Lots of love, With thanks, See you soon Typical layout of an informal letter Tips
for writing good letters Make sure that they are well written. You can also reach him at  Enclosed please find a
copy of our brochure. Letter of Introduction Example: Introducing Two People This is a letter of introduction
example for introducing two people. Also includes some additional tips. What would be confusing about
them? He is willing and ready to meet with us at the beginning of next week. What measures should we take
in our homes or schools? He would need to get his complaint across very strongly. Formal Letter Details Open
with an expression of formal address, such as: Dear Mr, Ms Mrs, Miss - if you know the name of the person
you are writing to. Close by expressing your hope that the person will want to join your organization or
become a customer.


