qqiyotida ragamli iqtisodiyot va zamonaviy
ta'limning o'rni hamda rivojlanish omillari

MASTERING THE ART OF WRITING FORMAL LETTERS: A STEP-
BY-STEP GUIDE FOR EDUCATORS
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S .5 Abstract:

.‘é‘ E Actually, writing formal letters is a important and professional skill for
=) = students. Because knowing how to write will enable people to have
@ ==

i S respectful and professional communication in business, governmental
o— and academic contexts. This article will explore and provide effective
'_E' g strategies for teaching how to write formal letters and articles.
g_ E Additionally, this article will provide what language and structures ought
- § to be used.
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Ha camom c)ere, HAnucanue oqbuuuaﬂbelx nucem sAejidemci 6AINCHbIM U

npogheccuoHalbHblM HABBIKOM 011 cmydeHmos. llockonvky ymeHue

imning o

nucames no3807sem n00AM 8ecmu yeaswcumeillbHoe U I’lp0¢€CCI/t0HaJZbH0€

06u;eHue 6 aeJZOGblx, 20cy0apcm6eHHblx U akaoemudeckux KOHmeKcmax.
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B oannou cmamwve 6yoym paccmompenvl u npedcmasienvl 3¢)pexkmushole
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cmpamezuu 00yUeHUs: HANUCAHUIO opuyualbHulx nucem u cmamei. Kpome

[Im fan taraqq
ta'l

moeo, 6 cmambe O0yoem YKa3aHo, KAKOU SA3bIK U KaKue CmpyKmypul ciedyem
UCNOIb306AMb.

Knwueswvie cnosa: akademuveckuil, 0QhouyuanbHulil, NUCbMO U CIMAMbL.

Introduction:

L

Initially, teachers are supposed to explain the purpose of writing formal
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letters. As it has been mentioned above, the purpose of writing formal

letters is to sound more academic and professional. Teachers ought to

R

explain that we write a formal letter for cover letters for job applications

= _ _ :
- or complaints to companies, formal letters are a important aspect of
u'-é professional interactions.
§ = To teach writing a formal letter effectively, it is important for students to
g = understand the various components that form a formal letter. These
-
.‘é‘ "= components involve:
S E 1. Sender’s Address: the sender’s name, street address, city,the date and
@ ==
‘= & postal code.
—a
o— 2. Recipient’s Address: After the sender’s address, the recipient’s address
'_E' g ought to be written. The name, title, and address of the person to whom
g_ & the letter is being sent should be included.
1 § 3.Greeting: Common greetings for formal letters include:
L =
- E - "Dear Mr./Ms. ‘Last Name’,"
E .'; - "To Whom It May Concern,"
<=
= a0 - "Dear Sir/Madam,"
o:“ o=
— 4. Body part of the Letter:
[ -
g g - Introduction: the purpose of the letter;
; _— - Main Content;
= - Conclusion;
& .2+ 5. Closing:
= - "Sincerely,"
—_

- "Yours faithfully,” (unknown recipient's name)

- "Yours truly,"” (known recipient’s name).

zamonavily

6. Signature.
After explaining each part, teachers have to make their students write
their own formal letters by following these bullet points.

L
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Conclusion:

R

All in all, this article has explained and provided educators with essential

strategies and guidance on language, components and structures to

=
- effectively teach students how to write formal letters.
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