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How To Start A
Letter

The Art of
the
Opening:
Everything
You Need
to Know
About How
To Start A
Letter

I n  a n  a g e
d o m i n a t e d  b y
instant  messages,
short  emails,  and
s o c i a l  m e d i a
pings,  the  art  of
le t ter  wr i t ing

might  feel  like  a
relic  of  the  past.
Yet,  the ability  to
craft a compelling
letter remains one
o f  t h e  m o s t
p o w e r f u l
commun ica t i on
sk i l l s  you  can
possess.  Whether
you  are  applying
for  your  dream
job,  addressing  a
formal  complaint,
writing a heartfelt
note  to  a  loved
one, or networking
with a professional
contact,  the  way
you begin sets the
entire  tone  for
w h a t  f o l l o w s .



U n d e r s t a n d i n g
how  to  start  a
l e t t e r  i s  n o t
m e r e l y  a b o u t
etiquette;  i t  is
about  strategy,
psychology,  and
clarity. A weak or
incorrect  opening
can  cause  your
r e a d e r  t o
disengage  before
they  even  reach
your  main  point,
whi le  a  s trong
s t a r t  b u i l d s
r a p p o r t  a n d
c o m m a n d s
attention.  This
guide  will  walk
you through every
nuance of crafting
the  perfect  letter
opening,  ensuring
your  message  is
received  exactly
as  you  intend.

Why the
Opening of
Your Letter
Matters
More Than
You Think

The opening lines
o f  a n y
correspondence
serve as your first
impression. In the
few  seconds  i t
takes  someone  to
scan the salutation
a n d  t h e  f i r s t
sentence,  they
form  a  judgment
a b o u t  y o u r
professionalism,
your  intent,  and
your  respect  for
them as a reader.
I f  y o u  a r e
wondering how to
start  a  letter
effectively,  you
m u s t  f i r s t



How To Start A Letter

Downloaded from
tracker.dreammachineusa.org by Moon &

Donna • Wisdom is the reward for listening. •
Page 3

understand  that
the  greeting  is  a
fo rm  o f  soc ia l
contract. It signals
whether  you  are
a n  e q u a l ,  a
subordinate,  a
f r i e n d ,  o r  a
s t r a n g e r .  A
mismatch between
your opening tone
a n d  t h e
r e l a t i o n s h i p
d y n a m i c  c a n
create  confusion
or  even  offense.
M o r e o v e r ,  i n
formal  settings,
t h e  o p e n i n g
establishes  the
c o n t e x t  a n d
p u r p o s e
immediately.  Busy
executives  and
recruiters  often
decide whether to
continue  reading
based  solely  on
the header and the
first  sentence.
T h e r e f o r e ,

mastering  this
skill  is  essential
for anyone looking
to  communicate
w i t h  i m p a c t ,
whether  in  print
or  in  digital  form.

Understan
ding the
Context:
The First
Step in
How To
Start A
Letter

Before  you  put
pen  to  paper  or
f i n g e r s  t o
keyboard ,  you
must  define  the
context  of  your
m e s s a g e .  T h e
correct  way  how
to start  a  letter
depends  entirely



o n  t h r e e  k e y
f a c t o r s :  y o u r
relationship  with
the  recipient,  the
purpose  of  the
letter,  and  the
level  of  formality
required.

Formal vs.
Informal
Corresponden
ce

T h e  m o s t
f u n d a m e n t a l
d i s t i nc t i on  i s
between  formal
a n d  i n f o r m a l
letters.  Formal
correspondence
includes  cover
letters,  business
proposals,  official
c o m p l a i n t s ,
a c a d e m i c
inquiries,  letters
o f
recommendation,
a n d  a n y
commun ica t i on

with someone you
have never met or
w h o  h o l d s  a
p o s i t i o n  o f
authority. Informal
letters  are  those
written to friends,
family  members,
o r  c l o s e
colleagues  where
the relationship is
r e l a x e d  a n d
personal.  Mixing
these two styles is
one  of  the  most
common  errors.
Using "Dear Sir or
M a d a m "  i n  a n
email  to  a  close
f r i e n d  f e e l s
robot ic ,  whi le
o p e n i n g  a  j o b
application  with
"Hey  there"  is  a
quick route to the
reject ion  pi le .
Knowing  how  to
start  a  letter
correctly  means
c o r r e c t l y
as sess ing  the
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social  distance
between  you  and
your reader.

Knowing Your
Audience

Beyond  formality,
y o u  n e e d  t o
c o n s i d e r  t h e
a u d i e n c e ' s
expectations.  A
c o n s e r v a t i v e
industry  like  law
or  f inance  may
e x p e c t  a  v e r y
t r a d i t i o n a l
opening,  while  a
creative  agency
might appreciate a
more modern and
e n g a g i n g
approach.  If  you
are  writing  to  a
specific individual,
research  their
name  and  title.
Nothing  kil ls  a
first  impression
f a s t e r  t h a n  a
misspelled  name

or an incorrect job
t i t l e .  W h e n
learning  how  to
start  a  letter ,
always  prioritize
a c c u r a c y  a n d
personal izat ion
o v e r  g e n e r i c
templates.

The Key
Component
s of a
Letter
Opening

A  complete  letter
opening  consists
of  more than just
the  greeting.  To
fully  understand
how  to  start  a
letter, you need to
consider the entire
header  section.
While  email  has
simplified some of
these  elements,
traditional  letters



and formal emails
s t i l l  r e q u i r e
attention to detail.

Contact
Information
and Date

For formal letters,
y o u r  c o n t a c t
i n f o r m a t i o n
(name,  address,
phone  number,
ema i l )  shou ld
appear at the top,
followed  by  the
d a t e .  T h e n ,
i n c l u d e  t h e
recipient's  name,
t i t l e ,  a n d
organization.  This
s t r u c t u r e  i s
e s s e n t i a l  f o r
business  letters
a n d  o f f i c i a l
correspondence. It
provides  a  clear
record and shows
t h a t  y o u  h a v e
a d h e r e d  t o
p r o f e s s i o n a l

standards.  In  an
e m a i l ,  t h i s
i n f o r m a t i o n
typically  appears
in  the  signature
block, but the date
and  context  are
handled  by  the
email  header.

The Subject
Line (For
Emails and
Modern
Letters)

I n  m o d e r n
communication,  a
subject line serves
as  the  first  hook.
I t  s h o u l d  b e
concise,  specific,
and  relevant.  For
example,  instead
o f  w r i t i n g
" A p p l i c a t i o n , "
write  "Application
f o r  S e n i o r
Marketing  Role  -
J a n e  D o e . "  A
strong subject line
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primes the reader
for  the  content
and makes it easy
to file or prioritize.
Although  not  a
traditional  part  of
how  to  start  a
l e t t e r  i n  t h e
classical  sense,
the subject line is
now  an  integral
p a r t  o f  t h e
opening strategy.

The
Salutation:
The Core of
How To Start
A Letter

The  salutation  is
t h e  m o s t
recognized part of
the  opening.  This
i s  t h e  " D e a r
[Name]"  line  that
sets the relational
stage.  Below  are
the most  common
salutations  and
when to use them.

Dear
Mr./Ms./Dr.
[Last
Name]: This
is the
standard for
formal
letters. Use it
when you
know the
recipient's
name and
title. It is
respectful
and
appropriate
for most
business and
academic
contexts.
Always
confirm the
correct title
(Mrs., Ms.,
Mx., Dr.,
etc.) to avoid
offense.
Dear [First
Name]: This
is
appropriate



for semi-
formal
corresponde
nce or when
you have an
established
working
relationship
with
someone. It
is warmer
than the full
formal title
but still
professional.
Many
modern
workplaces
prefer this
approach.
Dear Hiring
Manager /
Dear
Customer
Service
Team: Use
this when
you do not
know the
specific
name of the

person who
will read
your letter. It
is better than
guessing or
using an
incorrect
name. It
shows that
you
understand
the letter will
be routed
appropriately
.
To Whom It
May
Concern:
This is a last
resort. It is
highly
generic and
suggests you
did little
research.
Use it only
when you
have
absolutely no
information
about the
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recipient.
When
learning how
to start a
letter, try to
avoid this
phrase
whenever
possible.
Dear Sir or
Madam:
Similar to
"To Whom It
May
Concern,"
this is very
formal and
somewhat
outdated. It
is still used
in extremely
formal
contexts but
is often seen
as
impersonal.
Hi [Name],
Hello
[Name], or
Hey
[Name]:

These are
reserved for
informal
letters,
emails to
close
colleagues,
or personal
corresponde
nce. They
create a
friendly and
approachable
tone but
should never
be used in
formal
applications
or
complaints.

Punctuation
and
Formatting of
the Salutation

A  s m a l l  b u t
important detail in
how  to  start  a
l e t t e r  i s
punctuation.  In



American  English,
a  c o l o n  ( : )  i s
typ ica l ly  used
a f t e r  t h e
s a l u t a t i o n  i n
formal  le t ters
(Dear Mr. Smith:).
In British English,
a  comma  ( , )  i s
more common. For
informal letters, a
comma is standard
( D e a r  J o h n , ) .
C o n s i s t e n c y
throughout  the
document  is  key,
so  choose  a  style
and stick with it.

How To
Start A
Letter: The
First
Sentence

Once  you  have
w r i t t e n  t h e
salutation,  the
next  challenge  is

c r a f t i n g  t h e
opening  sentence.
Th is  sentence
must  transition
from the  greeting
to  the purpose of
your  le t ter .  I t
should be natural,
engaging,  and
relevant. Here are
several  effective
s t ra teg ies  for
w r i t i n g  t h a t
crucial first line.

The Direct
Purpose
Statement

F o r  b u s i n e s s
letters,  clarity  is
king.  State  your
p u r p o s e
immediately.  For
example:  "I  am
writing  to  apply
for the position of
Graphic  Designer
adver t i sed  on
LinkedIn."  This  is
d i r e c t ,
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professional,  and
l e a v e s  n o
ambiguity.  When
y o u r  g o a l  i s
ef f ic iency  and
clarity, this is the
gold  standard  of
how  to  start  a
letter.

The Reference
Line

I f  y o u  a r e
responding  to  a
p r e v i o u s
communication,
reference  i t  in
y o u r  f i r s t
sentence.  "Thank
you for your letter
dated  March  15,
2025,  regarding
y o u r  r e c e n t
o r d e r . "  T h i s
e s t a b l i s h e s
continuity  and
shows  you  are
attentive.  It  is  a
respectful  and
practical  way  to

open  a  response.

The
Complimentar
y Opening

For  less  formal
l e t t e r s ,  a
compliment  or  an
e x p r es s i on  o f
goodwill can warm
up  the  reader.  "I
hope  this  letter
finds you well" is a
classic,  though
overused,  option.
A  more  specific
compliment  might
b e :  " I  w a s  s o
impressed by your
presentation  at
the  conference
last  week."  This
a p p r o a c h  i s
e x c e l l e n t  f o r
network ing  or
thank-you  letters.
However,  when
learning  how  to
start a letter, be
care fu l  no t  t o



m a k e  t h e
compliment  feel
f o r c e d  o r
ingratiating.

The Personal
Connection

When  writing  to
s o m e o n e  y o u
k n o w ,  a  b r i e f
personal  touch
can set a positive
t o n e .  " I t  w a s
wonderful to catch
up with you at the
family reunion last
m o n t h . "  T h i s
i m m e d i a t e l y
e s t a b l i s h e s  a
w a r m  a n d
p e r s o n a l
a t m o s p h e r e ,
p e r f e c t  f o r
i n f o r m a l
correspondence.

The Question
Hook

O c c a s i o n a l l y ,

opening  with  a
t h o u g h t f u l
q u e s t i o n  c a n
e n g a g e  t h e
reader. "Have you
ever  wondered
why  cus tomer
retention  is  so
challenging?" This
works  wel l  for
persuas i ve  o r
marketing  letters.
It  requires  the
reader  to  think
a n d  c r e a t e s
c u r i o s i t y .
However ,  th i s
approach is riskier
in  formal  settings
and  shou ld  be
used  with  careful
consideration  of
your  audience.

Common
Mistakes
to Avoid
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When
Starting a
Letter

Even  experienced
w r i t e r s  c a n
s tumb le  when
deciding  how  to
start  a  letter .
Here are the most
common  pitfalls
and how to  avoid
them.

Using
outdated or
overly
formal
language:
Phrases like
"I am writing
to inform
you" or
"Enclosed
please find"
can sound
stiff and
archaic.
Modern
letters

benefit from
a more direct
and
conversation
al tone, even
in formal
contexts.
Starting
with a
cliché: "I am
writing to
you today" is
filler. Every
letter is
written
today.
Eliminate
unnecessary
words and
get to the
point.
Forgetting
the
recipient's
name:
Failing to use
the person's
name (when
known)
makes the
letter feel



generic and
impersonal.
Personalized
letters have
much higher
engagement
rates.
Being too
casual too
quickly:
Even in
modern
workplaces,
starting with
"Hey" in a
first-time
corresponde
nce can feel
disrespectful.
Gauge the
relationship
carefully.
Neglecting
cultural
differences:
In some
cultures,
starting a
letter with a
direct
request is

considered
rude. In
others, it is
expected. If
you are
writing to an
international
audience,
research the
appropriate
etiquette.
Understandi
ng these
nuances is a
critical part
of mastering
how to start
a letter.
Typos and
grammatica
l errors: A
mistake in
the first
sentence
signals
carelessness.
Always
proofread
your opening
line multiple
times.
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How To
Start A
Letter for
Different
Scenarios

T o  g i v e  y o u  a
p r a c t i c a l
unders tand ing ,
here  are  specific
e x a m p l e s  o f
o p e n i n g s  f o r
various  common
scenarios.

Cover Letter
for a Job
Application

" D e a r  M s .
Johnson,
I  was  thrilled  to
see  the  opening
for a Data Analyst
at TechCorp. With
over five years of
exper i ence  in
p r e d i c t i v e

modeling  and  a
deep  appreciation
for  TechCorp's
i n n o v a t i v e
approach to  data-
driven  decision-
m a k i n g ,  I  a m
confident  I  can
c o n t r i b u t e
meaningfully  to
your  team."
This  opening  is
p r o f e s s i o n a l ,
enthusiastic,  and
i m m e d i a t e l y
c o n n e c t s  t h e
applicant's  skills
to  the  company's
needs.

Letter of
Complaint

"Dear  Customer
Service  Team,
I  am  writ ing  to
e x p r e s s  m y
disappointment
with  my  recent
experience at your
Downtown branch



o n  M a r c h  1 0 ,
2025.  As  a  loyal
customer  for  the
past seven years, I
was  surprised  by
the level of service
I received."
This  opening  is
direct and factual,
establishing  the
purpose while also
s i g n a l i n g  t h e
writer's  loyalty
and  expecting  a
resolution.

Personal
Letter to a
Friend

"Dear Sarah,
I  hope  this  letter
finds you smiling!
I  was  th inking
about  our  trip  to
the mountains last
s u m m e r  a n d
realized  I  never
properly  thanked
you for being such
an amazing travel

companion."
T h i s  i s  w a r m ,
persona l ,  and
inviting.  It  sets  a
relaxed  tone  for
the  rest  o f  the
letter.

Networking
Letter

"Dear Dr. Patel,
I  recently  read
your  article  on
renewable  energy
s torage  in  the
J o u r n a l  o f
S u s t a i n a b l e
Technology  and
f o u n d  y o u r
insights on battery
efficiency  truly
inspiring.  I  am
w r i t i n g  t o
introduce  myself
and to ask a brief
question  about
your  research."
This  opening  is
respectful,  shows
genuine  interest,
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and clearly  states
the  reason  for
reaching  out.

Letter of
Recommendat
ion

"Dear  Admissions

Committee,
It  is  my  distinct
p l e a s u r e  t o
recommend  Emily
C h e n  f o r
admission to  your
Master  of  Public
Policy program. In
my  ten  years  of
teaching at State


