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Learning about the Importance of Opening
Remarks in the Letter
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Letters have numerous advantages to the public. You need to use opening remarks in your letters like in demand
letter. It is used to give respect to the recipient. Your salutation needs to be appropriate to your recipient. There is
available letter sample in the Internet or other reference that can serve as a guideline about the proper usage of
salutations.

When you do not know the exact name of your recipient, you still need to use salutation in the letter. In this case,
use the salutation To Whom It May Concern to show courtesy to the person you are addressing. It will be better if
you are aware of the name of the receiver of your letter. There is a distinction in the punctuations used in the
salutations of different letters. You have to use colon in the salutation of your business letter.

When you have no idea about the marital status of the recipient, Dear Ms or Mr is applicable. Make sure to write
the complete name of the person you are addressing when the gender is unknown to you. You need to include
the names of the two people if you are addressing to two individuals. When addressing a government official,
mention in the first space the place of work. Mention in the second line of the salutation the position of the person
and use Dear with the name in the last part of the salutation.

You need to write in the salutation the complete title of your recipient in the opening remark. These serve as their
achievement in their education or work. Some of these ranks are President, Judge, and Dean. Titles are
mentioned in the letter to recognize the success of the addressee. It is not recommended to explicate some terms
like Ms., Mrs., and Mr. in the opening remarks.

Cover letter needs to have an opening remark. It is vital in an application letter to include the name of the
individual you are writing must be included in the salutation. Use Dear with the recipient's name in the salutation.
You can appear civil to the employer you are applying. You can gain positive feedbacks from the recipient through
your letter.

In most cases, salutations give formality to the letter you are making. You must always be polite when making a
letter. This can be done by using appropriate opening remarks in the letter. Be aware in selecting the appropriate
opening remarks in the letter.You need to be selective in using the correct salutation. It makes the letter sound
positive to the person you are writing.

Letter of response is utilized to answer the previous letter sent to you which may be in terms of job or
products. Please visit the cover letter for more details.
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