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General Training

IELTS WRITING

Structure and Tips

o A greeting (Dear sir/madam, Dear John, Dear Mr. Smith)
® Opening statement - the reason for writing

© Body Paragraph A (one point with detail)

e Body Paragraph B ( another point with detail)

® Body Paragraph C ( final point with detail)

e A closing statement (Jfi7 SIS &)

e Signing off (Yours sincerely, Warm regards etc)

o Name ((fRTS 3t INIEAT N1E)

Note: (ST address fTF ST @3

Formal (a letter to someone/ some organization you know in a very formal way about
a formal/official situation)

Semi-formal (a letter to someone you know for professional or business purposes
about a personal situation or official situation)

Informal (a letter to someone you've a close relationship with about a personal
situation)

Tips & Strategy
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General Training

Structure and Tips

Letter Examples

© Complaints (usually formal)

e Invitations (usually informal or semi formal)

e Applications or resignations (usually formal)

® Request (any style common)

o Making arrangements (often formal)

e Explanations (semi formal or informal)

e Apology (could be any style)

e Informative (mostly semi formal and informal, O ﬁTg (%(g formal 3® AI)
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