
Informal Format: 
 

Informal Email Informal Letter 

 
 
Formal Format:jm 
 

1.​ Formal Email 
 

Recipient from Same Organisation Recipient from external Organisation 



 

 
2.​ Formal Letter: 

 
Recipient from Same Organisation Recipient from External Organisation 



  
 
Things to take note of: 
 

1.​ All letters EXCEPT Formal letter (Recipient from same Org) has to have 
address 

2.​ All letters have Signature 
3.​ Email have subj, Formal Letter have subject underlined 
4.​ Emails = From then To 


