
English 10 

Personal Letter Writing 

How to Write a Personal Yet Formal Letter to the Author of your SSR 

Novel 

Rough Draft Due 12/3 and Final Due 12/17 

First… 

 All formal letters must be typed 

 Use Times New Roman, 12 pt. font (the most widely accepted font) 

The body of the letter should contain: 

1. First paragraph A friendly opening followed by a statement of the letter's main point. 
2. Second paragraph Discussion about main points 
3. Third paragraph Supporting information and details justifying the main points’ importance. 
4. Closing A restatement of the letter's purpose and a request for a specific action, when relevant. 

Here are some other tips for writing a winning professional letter. 

 A professional/personal letter should be diplomatic and respectful. 
 A professional/personal letter should be concise. Readers generally want to get to the bottom line without 

going through a lot of fluff. 
 A professional/personal letter must have correct grammar, punctuation and spelling.  

Terms to know: 

 

Salutation- A polite expression of greeting  
  

Examples: 
Dear Mr. Jones, 
Dear Ms. Collins, 

 

Closing- Come to an end  
  

Examples: 
   Regards, 
   Sincerely, 
   Respectfully, 

 

 

 

 

Source: Purdue OWL 

 

 

http://owl.english.purdue.edu/owl/resource/653/01/


 

Letter to Your Author 

Now that you know the basic structure of the professional/personal letter, you are going to write a letter to the 

author of your SSR book as well as mail this letter to the author. 

Therefore:  

 You must follow the proper letter writing format:  

First paragraph A friendly opening followed by a statement of the letter's main point: Discuss purpose of letter 

Second paragraph Discussion about main points: Questions/comments/connections 

Third paragraph Supporting information/details:  

What made you think about these questions? Why do you have these comments/opinions? 

Closing A restatement of the letter's purpose and a request for a specific action, when relevant: 

Thank author for his/her time. State how you look forward to their reply (in general) and then what you are really 
looking forward to hearing about concerning your questions/comments 

 You must use proper grammar and spelling, no run-ons or fragments 

 You must properly address the envelope  

 You are to exemplify interest in the author/book/writing process so be sure to include 

comments/respectful opinions with all questions 

___________________________________________________________________ 

What to Include Within the Letter 

The Content for the Letter: 

Below is a list of topics to include within the letter. You must at least include any of the 3 of the 5 topics: 

 How you personally connected to one of the characters/theme 

 Questions and then comments about how the author selected the characters 

 Questions and then comments about character’s actions/motives 

 Questions and then comments about any cliff hangers or anything gone unexplained 

 Any questions or comments about the book's plot, structure, language, flow, etc. 

Again…You are to exemplify interest in the author/book/writing process so be sure to 

include comments/respectful opinions with all questions. 


