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ABSTRACT

This study tracks examples of letters/correspondences issued by several Saudi ministries to examine the prominent characteristics of this
genre of writing, the distribution of text within them, the degree of similarity and difference in their formulation, the manners in which requests
are presented, significant linguistic observations, and their logical arrangements, comparing them to standards found in both Arab and foreign
references. Adopting an inductive and descriptive methodology, the research concludes that despite the existence of universal characteristics
common to letters, there are distinctive features that each culture possesses (at the language and country level), as well as unique traits inherent
to each ministry (within the same country). The study finds that the styles used in letter drafting are flexible and varied, attributed to the absence
of standardized models for letter formulation, divergent orientations of the issuing entities and their purposes, and the nature of their relationship
with the recipient entity. Among the most significant findings are the inconsistencies in certain characteristics of letters among ministries and
even within the same ministry, both at the level of form and content. Notably, differences in form include the categorization of letters, their
headings and footers, font type and size, and punctuation marks. Regarding content, the primary areas of difference lie in the use of a title for
the letter, the choice of supplication for the recipient, and in the closing salutation and its sentence. However, areas of agreement include the

presence of a greeting, phrases linking the letter to something preceding it or initiating it, and the presence of the main elements of the letter,

without consensus on specific words. The texts studied also frequently exhibit grammatical and spelling errors.

Keywords: Official letters, governmental correspondence, style, letter drafting, official writing
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