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Letters

Formatting

Three traditional styles. Decide based on desired tone. Essentially use the purpose, situation, and audience to guide the form (letter, memo, email), tone (formatting of letter: block, semi-block, simplified) and content (good news, neutral, bad news).

The Three C’s of Persuasive Writing

When you need to write a persuasive letter, follow the three C’s of persuasive writing to be the most effective. Persuasion is cultural and requires that you understand the audience. 

	C’s 
	Location
	Description

	Capture
	First ¶
	Create a good opener to capture their interest. Tell the reader what you can do for him/her.

	Convince
	Middle ¶ (s)
	Convince the reader with supporting points that confirm the main point in the first paragraph. Reinforce ideas the reader already has. Justify your point using additional detail. Use facts and logic rather than emotional appeal.

	Control
	Closing ¶
	Control the closing with a statement that puts in the position of following up on the letter and solidifies your relationship with the reader.


Content: Good News, Neutral, Bad News Letters

If you’re stuck with letter writing, you can find books of sample letters at a bookstore. These samples often provide a launching off point after which you can modify them for your own needs. Here are some general guidelines:

· The order of the information is based on the letter content. If the letter contains good news or is neutral, then the first paragraph is the goods news or neutral purpose of the letter. If there is bad news, only the purpose is in the first paragraph. The bad news is typically later. 

· Always state the purpose of the letter in the opening paragraph. 

· Begin by determining the purpose of the letter. For example:

	To inform
	To apologize
	To explain

	To discuss
	To complain
	To clarify

	To congratulate
	To notify
	To answer

	To advise
	To confirm
	To announce

	To respond
	To invite
	To apply for a job


· Identify the main point of the letter. This is the action you want the reader to perform after they read your letter.

· Identify any background or additional detail that can help you with your letter. This information will go in the Body of the letter.

· Avoid multi page letters unless necessary. As Blaise Pascal (Philosopher and mathematician) said in apology for writing a long letter, “I had not time to write a short one.”

· When appropriate, avoid bureaucratic and cliché phrasing so common in letters. 

	Bureaucratic Phrase
	Non-bureaucratic phrase

	Per your request
	As you requested

	In accordance with your wishes
	As you requested

	Pursuant to
	In response to

	In lieu of
	Instead of

	Contingent upon receipt
	When we receive

	Prior to receipt of
	Before receiving

	Attached, please find
	I have attached

	Enclosed, please find
	I have enclosed

	In observance with
	According to

	Please be aware that
	I/We believe

	It has come to our attention
	We know


Neutral

Neutral letters merely convey information. They do not break bad news or inform the reader of positive circumstances. Therefore, don’t interject your feelings into a neutral letter. The reader expects the letter to be objective. 

State the purpose of the letter in the opening paragraph. Then supply specific details in the support section of the letter. 

Good News

A good news letter conveys positive information. Don’t be coy and withhold this news until late in the letter – get to it right away in the opening paragraph. 

Note: It is best not to disguise a sales letter as a simple good news letter. The reader is expecting an immediate benefit in a good news letter and not expecting a catch.

Bad News

The rule of letters is always state the purpose of the letter in the opening paragraph. When it’s bad news, be sure to state the purpose of the letter, NOT the bad news. However, don’t prolong the bad news until deep into the letter. 

State the bad news early on in the beginning middle paragraphs. Use the middle paragraphs to give more detail around the bad news. Even though it’s bad news, it doesn’t mean that you can’t say something good. For example, if a person isn’t going to get a job, you can wish them well in their search or appreciate their time.

In the closing paragraphs, end with a resolution. Give information on how the person can combat the bad news. 
Mixed: Good News & Bad News

If at all possible, state the bad news before the good news, so they are likely to remember the good news more than the bad news.








