
Letter
Formal Written Communication Document

CORRESPONDENCE
TYPE

What is a Letter?
A Letter is a formal written communication addressed from one party to another. It serves as an official

record of communication between organisations, departments, or individuals and is one of the most

traditional forms of professional correspondence.

Document Code: LTR-XXXX

Issued By: Sender's Name / Department

Addressed To: Recipient's Name / Organisation

Reference No.: Unique identifier for filing & tracking

Date: Date of issuance

Subject: Brief description of the letter's purpose

Key Elements of a Letter

• Letterhead — Organisation name, logo, and contact details

• Date & Reference Number — For record-keeping and traceability

• Recipient Details — Full name, title, and address

• Salutation — Formal greeting (e.g. Dear Mr./Ms.)

• Body — Clear, concise, and professionally worded content

• Complimentary Close — (e.g. Yours sincerely / Yours faithfully)

• Signature Block — Name, title, and authorised signature

Common Uses

• Official requests, approvals, or rejections

• Contractual or legal notifications



• Introduction or recommendation letters

• Client or stakeholder communications
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