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ABSTRACT 

 

The purpose of this study was to determine types of letters used in sales and 

marketing department of The Royal Beach Seminyak Bali and the language functions 

and expressions used in the letter. The data in this Final Project were collected by the 

author through the method of observation and literature study. In this study a lot of 

language functions and expressions used in correspondences of sales and marketing 

department. The language functions used in correspondence were six, namely: 1. 

Greeting, 2. Confirming 3. Thanking, 4 Detail information, 5. Inviting and 6. Closing. 

The procedures were done by 100% of respondents. They were always used by the 

respondents in correspondence because they follow the common email/letter structure 

used by the hotel. 
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