
A greeting (Dear sir/madam, Dear John, Dear Mr. Smith)
Opening statement - the reason for writing
Body Paragraph A (one point with detail)
Body Paragraph B ( another point with detail)
Body Paragraph C ( final point with detail)
A closing statement (যিদ �েয়াজন হয়)
Signing off (Yours sincerely, Warm regards etc)
Name ((িনেজর বা বানােনা নাম)

Structure 

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) 

Types/Styles of a letter

Letter এর style সনা� ক�ন
েকান েকান পেয়�স উে�খ করেত চান তা �ক ক�ন  
কত�েলা paragraph িলখেবন এবং েকান point এর পর েকান point
আসেব তা �ক ক�ন।
Opening এবং closing এ কী িলখেবন িচ�া ক�ন 

Tips & Strategy

General Training

Structure and Tips

Note: েকােনা address িলখার �েয়াজন েনই।
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Discussion essay

Complaints (usually formal)
Invitations (usually informal or semi formal)
Applications or resignations (usually formal)
Request (any style common)
Making arrangements (often formal)
Explanations (semi formal or informal)
Apology (could be any style)
Informative (mostly semi formal and informal, তেব িকছু ে�ে� formal হেত পাের) 

Letter Examples

General Training

Structure and Tips


