WEEK 5 Lesson

SUBJECT : English Language 

TOPIC : Semi - Formal Letter 

CLASS : SS 1

EXPLANATION OF A SEMI-FORMAL LETTER. 

                 As the name sounds, these are letters mid-way between friendly (informal) and official letters (formal). They are written to people we are not very familiar with or to person's though familiar to us, we feel duty-bound to give much respect as a result of their social position or age. 

                 This type of letter has some features from formal letters and others from informal letters. It has a similar parts/format with informal letters but it is written in official language like formal letters. The name of the receiver and title is mentioned during its salutation. 

TYPES OF A SEMI-FORMAL LETTER. 

The categories of letters under this are : 

a)  A letter to your fathers friend, thanking him for the birthday gift he sent to you. 

b)  A letter to your uncle, who is also your sponsor, apologising for your inability to do well in the previous examination and promising to work harder now for a brilliant result in the next examination. 

c)  A letter to your uncle, telling him about your wish to spend your next holiday with his family. 

d)  A letter to your aunt,  seeking her advice about whether you should marry now or later. 

e)  A letter to your former teacher, house master or sports - master in your junior secondary school, thanking him for the ideals he instilled in you through teaching. 

f)  A letter written to your landlord,  asking him about his state of health. 

PARTS OF A SEMI-FORMAL LETTER. 

a)  Writers address 

b)  The salutation (Dear Chief Amadi,  Dear  Barr. Obi) etc

c)  The content (the body of a letter) 

d)  The complimentary close (yours sincerely/yours affectionately) 

e)  First name and surname 

ORGANIZATION. 

a)  The writers address : This should be at the right hand side of the page. Never use two addresses in a semi-formal letter. 

b)  The salutation : In writing the greeting or salutation, use 'dear' with the title and surname of the person you are writing to. Example - Dear Chief Adekola,  Dear Alhaji Momoh, Dear Mr Amuno, Dear Mrs Eritayo,  Dear Miss P. Adams, Dear Rev. Damupo,  Dear Dr. Jones, etc., are all possible salutations for semi official letters. Remember that it is necessary to put the title in bracket such as ( Mr., Mrs., Rev., Dr., Chief)  if you are to mention the name of the addressee. 

c)  Content / Expression : You are expected to be simple in your language, but your language should not be colloquial or chatty as when you are writing informal letter. (i) At the same time, your language should not be stiff, formal or pompous. (ii)  You are expected to express yourself clearly.  (iii)  Your paragraphs and sentences  must be well linked and you are expected to write a mixture of short and long sentences. 

d)  Complementary closure/close : In writing the complimentary close, use "Yours sincerely" only. Wood the use of "Yours faithfully" or any other form. 

e)  Write your full names or initials and surname and to end semi-formal letters. You can indicate your official status below your name.  For example, 

                                                                                                                      Yours sincerely, 

                                                                                                                      Emeka Chukwu 

                                                                                                                     Senior Prefect. 

USEFUL HINT ON HOW TO WRITE A GOOD SEMI-FORMAL LETTER. 

            The content depends on the topic you are writing on, but use appropriate sequencing to present your points. Semi-formal letters are always written to a person who knows you either fairly or not so well. So, depending on the situation, you should not leave the person to whom you are writing in doubt about your identity. Give all relevant information on your topic. If the letter involves a request, make your request politely.  

 FORMAT  FOR SEMI-FORMAL LETTER. 

Girls' High School 

                                                                                          P O Box 14 

                                                                                     Agulu 

                                                                                               10 June, 2020 

Dear Dr. Obi  






                                 Yours sincerely, 

                                                                                                                  Uche Ubah 

ASSIGNMENT  

Write a letter to your father’s friend, thanking him for the birthday gift he sent to you. 
