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Strategies For Writing Letter Writing 

 

The best letters give the most important information in the shortest time and most accessible form. 

  

Points to Remember 

 

• Time available 15-20 minutes. 

• Always plan your letter. Think before you write. 

• Avoid ambiguity, clichés and be straight forward. 

• Give complete information. 

• Don’t use abbreviations, e.g., Inst., govt. etc. Though contractions (don’t cant etc.) are permissible in 

modern letter writing, one should avoid them. 

• Be polite, courteous and correct even if you are in bad mood. 

• Use short and crisp language. 

• Write one idea in one paragraph. Use different paragraphs for different points with appropriate 

linkers. 

• Always edit your rough draft. 

• Avoid long-winded and rambling turns of phrase. For example, write ‘please let me know’ ‘Not I 

would appreciate your informing me....’ 

• Use correct/appropriate format. 

• Avoid vague closing like ‘Hoping to hear from you’ or ‘Thanking you in anticipation these are out 

dated. Instead end on a firm and positive note. Such as this should suit you. I’m sure. 

• Follow block style (latest). Do not mix it up with the traditional semi-block style. 

• Leave one line space between paragraphs. 

• No punctuation in address/date/salutation. 

• Don’t leave any space at the beginning of a new paragraph, as was done in traditional paragraphs. 

• In the complimentary close-write : 

* Yours sincerely  

Letters To The Editor Or A Newspaper 
 

• Such letters are written to draw attention of the public authorities towards certain irregularities and 

common problems. 

• Such letters are also written to raise certain current issues and express writer’s own view point. 

 

Points to Remember 

 

• Raise the issue by giving certain items or events. 

• Analyze the issue-try to find causes. 

• Offer suggestions to face the problem. 

DON’T WRITE THAT THE EDITOR SHOULD TAKE ACTION 

• Be courteous, even if critical. 


