
how to write letters in japanese
How to Write Letters in Japanese: A Complete Guide to Expressing Yourself the
Japanese Way

how to write letters in japanese is a fascinating skill that opens up a world
of cultural nuance and personal expression. Whether you're penning a formal
business letter, a heartfelt thank-you note, or a casual message to a friend,
understanding the proper format, language style, and etiquette is essential.
Japanese letter writing is not just about conveying information—it’s an art
form that reflects respect, politeness, and social harmony. In this article,
we’ll explore the essentials of writing letters in Japanese, from the
structure and common phrases to tips on handwriting and digital
communication.

The Basics of Japanese Letter Writing

The first step to mastering how to write letters in Japanese is grasping the
basic structure and style. Unlike English letters, Japanese letters follow
specific conventions that vary depending on the formality and purpose. The
language used can be very polite (keigo) or casual, and choosing the right
tone is crucial.

Understanding Letter Formats

Japanese letters generally fall into two categories: formal (丁寧体, teineitai)
and informal (普通体, futsūtai). Formal letters are used in business, official
communication, and when showing respect to someone of higher status. Informal
letters are for friends, family, and close acquaintances.

A typical formal Japanese letter includes these parts:

1. **季節の挨拶 (Kisetsu no Aisatsu) – Seasonal Greeting**
Letters often open with a seasonal phrase that acknowledges the time of year,
such as “春の暖かさを感じる今日この頃” (feeling the warmth of spring these days).

2. **相手の健康を気遣う言葉 (Aite no Kenkō o Kizukau Kotoba) – Well-Wishing**
This is a polite inquiry about the recipient’s health and well-being.

3. **本文 (Honbun) – Main Body**
The core message or purpose of the letter.

4. **結びの挨拶 (Musubi no Aisatsu) – Closing Remarks**
A polite closing statement, often expressing gratitude or hopes for continued
good relations.



5. **署名 (Shomei) – Signature**
Your name, sometimes with your address or company name.

Informal letters tend to skip seasonal greetings or elaborate politeness and
jump straight to the message.

Key Phrases and Expressions for Writing Letters

Learning common expressions helps you sound natural and respectful when
writing letters in Japanese. Here are some essential phrases categorized by
their position in the letter.

Seasonal Greetings and Openers

- **拝啓 (Haikei)** – “Dear Sir/Madam” (formal opening)
- **前略 (Zenryaku)** – “Skipping formalities” (used in casual or brief
letters)
- **時下ますますご清栄のこととお喜び申し上げます**
(I am pleased to hear of your continued good health.)
- **春暖の候、ますますご健勝のこととお慶び申し上げます**
(I rejoice in your health during this warm spring season.)

Well-Wishing and Politeness

- **お元気でいらっしゃいますか？** – How have you been? (formal)
- **ご多忙のところ恐縮ですが** – I apologize for troubling you during your busy schedule.
- **いつもお世話になっております** – Thank you always for your support.

Closing Phrases

- **敬具 (Keigu)** – “Sincerely” or “Yours faithfully” (formal closing)
- **取り急ぎ御礼まで** – Just a quick note to thank you (casual closing)
- **今後ともよろしくお願いいたします** – I look forward to your continued support.

Choosing the Right Writing Style and Script

Japanese writing uses three scripts: kanji (Chinese characters), hiragana,
and katakana. When writing letters, kanji and hiragana dominate, while
katakana is mostly used for foreign words or emphasis.



Politeness Levels and Keigo

Japanese has several levels of politeness, and letters often require the use
of **keigo** (honorific language). Understanding when to use **sonkeigo**
(respectful language) and **kenjōgo** (humble language) will make your letter
more appropriate and polished.

Handwritten vs. Typed Letters

Handwriting letters in Japanese is still valued, especially for personal or
special occasions like thank-you notes or invitations. Using **fude pen**
(brush pen) or a neat ballpoint pen can add a touch of sincerity. Typed
letters are common in business and digital communication but should maintain
proper formatting and polite language.

Formatting Tips for Writing Letters in Japanese

Proper formatting is part of the etiquette, and Japanese letters typically
follow a vertical layout, though horizontal writing is becoming more common,
especially online.

Vertical vs. Horizontal Writing

- **Vertical writing (縦書き, tategaki)**: Traditionally used in formal letters
and invitations. Text is written from top to bottom, right to left.
- **Horizontal writing (横書き, yokogaki)**: More casual and common in emails
and typed documents; text flows left to right, top to bottom.

Paper and Envelope Etiquette

Using quality stationery is appreciated. When sending formal letters by mail,
the envelope also follows conventions, such as writing the recipient’s name
with an honorific suffix (様, sama) and aligning the text properly.

Practical Tips for Writing Your First Japanese
Letter

If you’re new to writing letters in Japanese, here are some useful pointers
to get you started smoothly.



**Start with a template**: Look up sample letters online to get a feel
for structure and common phrases.

**Use polite expressions**: When in doubt, err on the side of politeness
to show respect.

**Practice kanji and hiragana handwriting**: Legibility is important,
especially for personal letters.

**Pay attention to seasonal greetings**: This shows cultural awareness
and thoughtfulness.

**Avoid overly casual slang** unless writing to close friends.

**Proofread your letter** for grammar and tone before sending it.

Digital Communication and Letter Writing in
Japanese

While traditional handwritten letters remain cherished, much of today’s
communication happens digitally. Writing emails and messages in Japanese also
follows polite conventions.

Writing Emails in Japanese

Emails often begin with a greeting similar to letters, such as:

- **お世話になっております** – Thank you for your continued support.
- **いつもお世話になっております** – A more formal version, used in business.

End with appropriate closing phrases and your name. Remember to maintain
keigo and avoid overly casual language unless appropriate.

Using Emoji and Casual Language

In informal digital communication, emoji and casual phrases are common, but
be cautious about the recipient and context. Business emails should remain
professional and free from emoticons.



Exploring Japanese Letter Writing Through
Practice

One of the best ways to improve your skill in how to write letters in
Japanese is to immerse yourself in authentic materials. Reading letters from
Japanese pen pals, studying famous literary letters, or even joining language
exchange groups can provide insight into natural phrasing and cultural
subtleties.

You might also consider keeping a journal or writing practice letters
regularly. This helps build confidence in choosing the right level of
politeness and mastering kanji usage.

---

Writing letters in Japanese is more than just putting words on paper—it’s
about conveying respect, emotion, and cultural understanding. Whether for
business, friendship, or personal reflection, mastering the art of Japanese
letter writing enriches your communication and deepens your connection to the
language and culture. So grab a pen, embrace the beauty of Japanese script,
and start crafting your own heartfelt messages today.

Frequently Asked Questions

What are the basic components of a Japanese letter?
A Japanese letter typically includes a seasonal greeting (aisatsu), the main
body, a closing phrase, and the sender's name and date. Formal letters also
often start with an opening phrase expressing gratitude or apology.

How do you start a formal letter in Japanese?
Formal Japanese letters usually start with a seasonal greeting, such as "拝啓 春
暖の候、ますますご清栄のこととお喜び申し上げます" (Haikei shundan no kō, masumasu goseiei no koto to
oyorokobi mōshiagemasu), which means "Dear Sir/Madam, I hope this letter
finds you well in the warm spring season."

What writing styles are used in Japanese letters?
Japanese letters can be written in three scripts: kanji (Chinese characters),
hiragana, and katakana. Formal letters often use a mix of kanji and hiragana,
while katakana is used mostly for foreign words or emphasis.

How do you write a casual letter to a friend in



Japanese?
In a casual letter, you can start with a simple greeting like "こんにちは"
(Konnichiwa) or "元気ですか？" (Genki desu ka? - How are you?). The tone is
friendly and informal, and you can use plain forms of verbs and colloquial
expressions.

What is the proper way to close a Japanese letter?
Typical closings in formal letters include "敬具" (Keigu), meaning "Sincerely,"
or "草々" (Sōsō) for less formal ones. After the closing phrase, you write your
name and the date below it.

How do you address the recipient in a Japanese
letter?
In formal letters, the recipient's name is followed by "様" (sama), a
respectful honorific, e.g., "田中様" (Tanaka-sama). In informal letters, you
might use "さん" (san) or just the name depending on familiarity.

Are there any cultural etiquettes to keep in mind
when writing Japanese letters?
Yes, Japanese letters emphasize politeness and respect. It's important to use
appropriate keigo (honorific language), avoid direct refusals, and express
gratitude or apologies where appropriate. Seasonal greetings are also a
cultural norm.

Can I write a Japanese letter by hand or should I
use a computer?
Both handwritten and typed letters are acceptable in Japan. Handwritten
letters are often considered more personal and thoughtful, especially for
thank-you notes or condolences, while typed letters are common for business
communication.

Additional Resources
How to Write Letters in Japanese: A Detailed Exploration of Tradition and
Modern Practice

how to write letters in japanese is a topic that bridges language learning,
cultural appreciation, and communication skills. Unlike many Western
languages, Japanese letter writing is steeped in tradition and formality,
reflecting societal values of respect, hierarchy, and politeness. For
learners and professionals alike, understanding the nuances of Japanese
letter writing is essential not only for effective communication but also for



fostering meaningful interpersonal relationships within Japanese contexts.

The Cultural Context of Japanese Letter Writing

Writing letters in Japan is more than just transferring words onto paper; it
embodies cultural values and social etiquette. Historically, letters have
been a primary means of conveying feelings, gratitude, and formal requests,
often adhering to established formats known as “tegami” (手紙). The emphasis on
politeness (keigo 敬語) and seasonal references (kigo 季語) reflects a deep
appreciation of nature and social harmony.

Even in the digital age, handwritten letters retain significance, especially
in formal situations such as business correspondence, invitations, and thank-
you notes. This tradition underscores the importance of personal touch and
sincerity, elements sometimes perceived as lacking in electronic
communication.

Structural Components of a Japanese Letter

Understanding the structure is fundamental when learning how to write letters
in Japanese. Traditional letters typically follow a set order that conveys
respect and clarity. While variations exist depending on the letter’s
purpose, most letters include the following components:

1. Seasonal Greeting (季節の挨拶)

Japanese letters often begin with a seasonal greeting that reflects the
current time of year. This practice not only situates the letter in a
temporal context but also demonstrates sensitivity to the recipient's
environment. For example, in summer, phrases like “暑中お見舞い申し上げます” (Shochū
omimai mōshiagemasu – I hope you are keeping well during the hot season) are
common.

2. Inquiry About Health (安否伺い)

After the seasonal phrase, it is customary to inquire about the recipient’s
health or well-being, establishing a tone of care and concern. This might be
as simple as “お元気でいらっしゃいますか” (Ogenki de irasshaimasu ka – Are you well?).



3. Main Message (本文)

The core content of the letter follows, which varies widely depending on its
purpose—whether it’s expressing gratitude, conveying condolences, making
requests, or delivering information. The language used here tends to be
formal and polite, employing honorifics and humble expressions to maintain
respect.

4. Closing Remarks (結びの言葉)

Before signing off, letters often include phrases wishing for continued
health or success, reinforcing goodwill. This might be “ますますのご健康をお祈り申し上げます”
(Masumasu no gokenkō o oinori mōshiagemasu – I pray for your continued good
health).

5. Signature and Date (署名と日付)

Finally, the writer’s name and the date are written, sometimes including the
sender’s address. Japanese letters traditionally place the date at the top or
bottom depending on the format.

Types of Japanese Letters and Their Unique
Features

How to write letters in Japanese also depends on the letter’s classification.
The language, tone, and format can shift significantly between formal
business letters and casual handwritten notes.

Business Letters (ビジネスレター)

Business correspondence in Japan is highly formal and precise. The use of
keigo is paramount, and letters often include company names, titles, and
seals (hanko 判子) to authenticate documents. Business letters typically follow
a strict layout, beginning with the sender’s information, date, recipient’s
details, and formal greetings.

Personal Letters (私信)

Personal letters allow more flexibility in tone and content, although
politeness is still maintained, especially when addressing elders or



superiors. These letters may include more emotional expressions and less
rigid structure, but seasonal greetings and health inquiries remain common.

Thank-You and Apology Letters (お礼状・謝罪状)

Specific letter types such as thank-you notes and apologies carry their own
conventions. Apology letters, for instance, employ humble language and often
include expressions of regret and promises to improve. Thank-you letters
emphasize gratitude with heartfelt language, reinforcing social bonds.

Writing Systems and Language Considerations

A unique aspect of how to write letters in Japanese lies in the interplay of
three writing systems: kanji (漢字), hiragana (ひらがな), and katakana (カタカナ).
Mastery of these scripts is essential for producing appropriate and readable
letters.

Kanji: Conveying Meaning and Formality

Kanji characters carry semantic weight and are extensively used in formal
writing. Their correct usage signals literacy and respect for tradition.
However, the choice of kanji must be precise to avoid ambiguity or unintended
meanings.

Hiragana: Softening and Linking

Hiragana is utilized for grammatical elements, particles, and to soften the
tone of the message. It also appears in set expressions and honorifics,
balancing the density of kanji with fluidity.

Katakana: Foreign Terms and Emphasis

Katakana is typically reserved for loanwords, onomatopoeia, or emphasis. In
letters, its use is limited but important when incorporating foreign names or
modern terminology.

Practical Tips for Writing Letters in Japanese

For learners and professionals aiming to master how to write letters in



Japanese, several practical strategies can enhance both accuracy and cultural
appropriateness.

Familiarize Yourself with Formal Expressions: Learning keigo and common1.
letter phrases is crucial to avoid sounding impolite or overly casual.

Use Templates as Guides: Starting with established letter templates2.
helps in understanding the correct order and phrasing.

Pay Attention to Handwriting or Font: For handwritten letters, neat3.
calligraphy is valued, while typed letters should use formal fonts like
Mincho.

Mind the Paper and Presentation: Traditional stationary, such as washi4.
paper or letter sets (便箋), can enhance the letter’s impression.

Include Appropriate Seasonal and Contextual References: This5.
demonstrates cultural sensitivity and awareness.

Digital vs. Traditional Letter Writing in Japan

While digital communication has transformed global interaction, the art of
letter writing in Japanese retains a distinctive place. Email and messaging
apps offer convenience but often lack the depth of expression found in
handwritten letters. Many Japanese companies still send formal letters by
post, especially for contracts, invitations, or condolences.

The tactile experience of writing and receiving a physical letter is
considered more personal and respectful. However, the rise of digital
templates and online kanji input methods has made composing letters more
accessible to non-native speakers.

Challenges and Opportunities in Learning
Japanese Letter Writing

Mastering how to write letters in Japanese presents challenges, particularly
for those unfamiliar with the language’s complex honorific system and writing
styles. The need to integrate cultural context with linguistic accuracy
requires careful study and practice.

Nevertheless, proficiency in Japanese letter writing opens doors to richer
cultural understanding and professional opportunities. It allows learners to
engage authentically with Japanese society, whether through business,



education, or personal relationships.

In summary, exploring how to write letters in Japanese reveals a multifaceted
practice that blends linguistic skill with cultural tradition. As
communication evolves, this art form continues to offer a meaningful way to
express respect, emotion, and connection in the Japanese language.
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  how to write letters in japanese: Letter from Japan Marie Kondo, 2025-10-21 In her most
personal book yet, the iconic star of the hit Netflix series Tidying Up with Marie Kondo and #1
bestselling author of The Life-Changing Magic of Tidying Up opens up about the cultural traditions
that have inspired her philosophy—and can make our lives better today. “This book represents
guiding principles by which I lead my life every day. They also define, at least for me, the values that
flow through the customs, traditions, arts and sensibilities of Japan.” Though she’s known for
“tidying up” and “sparking joy,” there’s more to Marie Kondo than her fervent desire to help you
better appreciate your mess. Across book tours and international conferences, it became clear that
her audience, while interested in how to keep their lives tidy, was also keen to learn about Marie
herself and the culture that is intrinsic to her tidying method. Written with her television co-star
Marie Iida, in Letter from Japan, Marie reflects on the myriad questions she received about her
inspirations by examining the Japanese customs that she grew up with—minute details of tea
ceremonies, the art of taking care of gardens, and the power of passing seasons—with her
trademark gentle wisdom. But this book isn’t only a response to her audience’s wish to know the real
Marie Kondo; it’s a testament for her three children, a documentation of the foundational elements
of their culture, despite the rapidly changing times, which is essential to their understanding of the
world around them. With subtle and lyrical prose, Marie embarks on her most personal and
affirming book yet, unveiling for her readers the customs, traditions, and practices that not only
spark joy for her, but also to preserve them for future generations.
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Taylor, M. Martin Taylor, 2014-12-15 The book describes how the three East Asian writing
systems-Chinese, Korean, and Japanese- originated, developed, and are used today. Uniquely, this
book: (1) examines the three East Asian scripts (and English) together in relation to each other, and
(2) discusses how these scripts are, and historically have been, used in literacy and how they are
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systematic study of the ways in which media and inscriptive technologies available in Japan at its
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  how to write letters in japanese: The Japanese Art of Writing: The Wisdom of Sho
Pasquale De Marco, 2025-04-18 The Japanese Art of Writing: The Wisdom of Sho is a comprehensive
guide to the ancient and beautiful art of Japanese calligraphy. This book covers the history,
techniques, and aesthetics of Sho, providing readers with a deep understanding of this fascinating
art form. With over 300 illustrations, The Japanese Art of Writing is a visual feast that showcases the
beauty and diversity of Sho. From the basic strokes to the complex characters, this book provides a
step-by-step guide to creating beautiful and meaningful Sho calligraphy. The Japanese Art of Writing
also explores the spiritual and philosophical aspects of Sho. This book discusses the connection
between Sho and Zen Buddhism, the importance of Sho in Japanese culture, and the role of Sho in
the modern world. Whether you are a beginner interested in learning Sho or an experienced
calligrapher looking to deepen your understanding of this art form, The Japanese Art of Writing is
the perfect resource. This book is packed with information and inspiration, and it is sure to become a
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from its origins in ancient China to its development in Japan * The basic techniques of Sho, including
how to hold the brush, make basic strokes, and write characters * The different styles of Sho, from
the formal Kaisho to the cursive Gyosho * The aesthetics of Sho, including the importance of
balance, harmony, and rhythm * The spiritual and philosophical aspects of Sho, including the
connection between Sho and Zen Buddhism and the role of Sho in Japanese culture The Japanese Art
of Writing is more than just a book about calligraphy; it is a journey into the heart of Japanese
culture. This book is a must-read for anyone interested in Japanese art, culture, or history. If you like
this book, write a review on google books!
  how to write letters in japanese: The Cambridge Handbook of Japanese Linguistics Yoko
Hasegawa, 2018-04-19 The linguistic study of Japanese, with its rich syntactic and phonological
structure, complex writing system, and diverse sociohistorical context, is a rapidly growing research
area. This book, designed to serve as a concise reference for researchers interested in the Japanese



language and in typological studies of language in general, explores diverse characteristics of
Japanese that are particularly intriguing when compared with English and other European
languages. It pays equal attention to the theoretical aspects and empirical phenomena from
theory-neutral perspectives, and presents necessary theoretical terms in clear and easy language. It
consists of five thematic parts including sound system and lexicon, grammatical foundation and
constructions, and pragmatics/sociolinguistics topics, with chapters that survey critical discussions
arising in Japanese linguistics. The Cambridge Handbook of Japanese Linguistics will be welcomed
by general linguists, and students and scholars working in linguistic typology, Japanese language,
Japanese linguistics and Asian Studies.
  how to write letters in japanese: The First European Description of Japan, 1585 Luis Frois SJ,
2014-03-14 In 1585, at the height of Jesuit missionary activity in Japan, which was begun by Francis
Xavier in 1549, Luis Frois, a long-time missionary in Japan, drafted the earliest systematic
comparison of Western and Japanese cultures. This book constitutes the first critical
English-language edition of the 1585 work, the original of which was discovered in the Royal
Academy of History in Madrid after the Second World War. The book provides a translation of the
text, which is not a continuous narrative, but rather more than 600 distichs or brief couplets on
subjects such as gender, child rearing, religion, medicine, eating, horses, writing, ships and
seafaring, architecture, and music and drama. In addition, the book includes a substantive
introduction and other editorial material to explain the background and also to make comparisons
with present-day Japanese life. Overall, the book represents an important primary source for
understanding a particularly challenging period of history and its connection to contemporary
Europe and Japan.
  how to write letters in japanese: The Journal of the Association of Teachers of Japanese
Association of Teachers of Japanese (U.S.), 2000
  how to write letters in japanese: The Routledge Handbook of the English Writing
System Vivian Cook, Des Ryan, 2016-07-15 The Routledge Handbook of the English Writing System
provides a comprehensive account of the English writing system, both in its current iteration and
highlighting the developing trends that will influence its future. Twenty-nine chapters written by
specialists from around the world cover core linguistic and psychological aspects, and also include
areas from other disciplines such as typography and computer-mediated communication. Divided
into five parts, the volume encompasses a wide range of approaches and addresses issues in the
following areas: theory and the English writing system, discussing the effects of etymology and
phonology; the history of the English writing system from its earliest development, including
spelling, pronunciation and typography; the acquisition and teaching of writing, with discussions of
literacy issues and dyslexia; English writing in use around the world, both in the UK and America,
and also across Europe and Japan; computer-mediated communication and developments in writing
online and on social media. The Routledge Handbook of the English Writing System is essential
reading for researchers and postgraduate students working in this area.
  how to write letters in japanese: Perspectives on Activity Theory Yrjö Engeström, Reijo
Miettinen, Raija-Leena Punamäki-Gitai, 1999-01-13 Activity theory is an interdisciplinary approach
to human sciences that originates in the cultural-historical psychology school, initiated by Vygotsky,
Leont'ev, and Luria. It takes the object-oriented, artifact-mediated collective activity system as its
unit of analysis, thus bridging the gulf between the individual subject and the societal structure. This
1999 volume includes 26 chapters on activity theory by authors from ten countries. In Part I of the
book, central theoretical issues are discussed from different points of view. Some topics addressed
in this part are epistemology, methodology, and the relationship between biological and cultural
factors. Part II is devoted to the acquisition and development of language. This part includes a
chapter that analyzes writing activity in Japanese classrooms, and a case study of literacy skills of a
man with cerebral palsy. Part III contains chapters on play, learning, and education, and Part IV
addresses the meaning of technology and the development of work activities. The final part covers
issues of therapy and addiction.
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Congress. Subject Cataloging Division, 1988
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Congress, Library of Congress. Office for Subject Cataloging Policy, 2001
  how to write letters in japanese: Library of Congress Subject Headings Library of Congress.
Cataloging Policy and Support Office, 2001
  how to write letters in japanese: Multimodality and Social Semiosis Margit Böck, Norbert
Pachler, 2013-07-24 Gunther Kress, one of the founders of social semiotics and multimodality, has
made lasting contributions to these fields through his work in semiotics and meaning-making; power
and identity; agency, design, production; and pedagogy and learning; in varied sites of
transformation. This book brings together leading scholars in a variety of disciplines, including
social semiotics, pedagogy, linguistics, media and communication studies, new literacy studies,
ethnography, academic literacy, literary criticism and, more recently, medical/clinical education, to
examine and build upon his work. This disciplinary diversity is evidence of the ways in which Kress'
work has influenced and been influenced by a wide range of academic work and intellectual
endeavors and how it has been used to lay foundations for theory-building and concept development
in a varied yet connected range of areas. The individual contributions to the book pick up the
threads of the often collaborative work of the authors with Kress; they show how these approaches
were subsequently developed and discuss what future trajectories the authors see for them.
  how to write letters in japanese: Writing Japan's War in New Guinea Victoria Eaves-Young,
2019-10-31 Tamura Yoshikazu is destined to die on the alien shores of the New Guinea warzone.
Devoid of family contact, perplexed by the unfamiliarity of his environment, deprived of even meagre
amenities and faced with the spectre of debilitating illness and starvation, this solitary soldier
commenced a diary in the early part of 1943. Employed in the hard labour of building airstrips, he is
ground down by tedium, disheartened by the now dysfunctional military hierarchy, consumed by
grief at the meaningless deaths of comrades, and stripped of any chance of being involved in an
aspect of war that he considers heroic and meaningful. Profoundly unsettled by all that appears to
be at odds with the *kokutai* ideology, Tamura employs strategies through the vehicle of his diary to
enable him to remain committed to the pathway of death on behalf of the Emperor.
  how to write letters in japanese: Transactions of the Asiatic Society of Japan , 1879
  how to write letters in japanese: Japanese the Manga Way Wayne P. Lammers, 2004-11-01 A
real manga, real Japanese study guide and resource for language students and teachers
  how to write letters in japanese: Japan Weekly Mail , 1901
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