GUIDELINES: LONGER TRANSACTIONAL WRITING
SOURCE: ENGLISH HOME LANGUAGE PAPER 3 RESOURCE PACK/ KZN PROVINCIAL
TEAM

FORMAL LETTER

Application for Vacant Post

27 Lechwe Street
Pietermaritzburg
3201

17 February 2020

XXX OPEN LINE XXX

The Manager

City Groove Magazine
55 Tabloid Street
Newcastle

2940

XXX OPEN LINE XXX

Sir/ Madam (may refer to as Dear Mr/Mrs Smith)

XXX OPEN LINE XXX

APPLICATION FOR VACANT POST

XXX OPEN LINE XXX

PARAGRAPHS (Leave an open line between each paragraph)

XXX OPEN LINE XXX

Yours faithfully
Katlego K. (Ms)

Study copy distributed by EduResource ZA | eduresourcza.com


https://eduresourcza.com

