


�u� �o� �a� �a��a� �o��l�� �
�u� �s �l �r��e�� �e

�o��i��c��n �e
�o��e��o��e��i�� 

que son las cartas
modelos

�.

�.

�.

�e �r��� �e �n� �l��t��l� �
�o��m��t� �o�� �u� �u��e
�o��e��r��i��e �o� �o� �a��s

�u� �o��t��� �u��a��s

�) �s �c��s��a��e �r��n�� �r��i��e��e
�o��s �a� �d��s �n��s �e �u �n��i� � �e��i�

�n� �u�� �u� �e��l�� �r��n��a � �i��
�r��i��. �e �s��á� �r��e��b��m��t� �r��e�
�o��a� � �e �r��t��á �u��a �t��c��n � �a
�o��e��i�� �r���r��i�� �v��a��o �o��t��
�a��a� �e��r�� � �x���o� �e �e��c��ó��

�a �n��r��c��n �e�� �e��r
�n �r��n �e �e��u��

�o��r��t�� �e��r��m��t� �e
�e� �e �z��i��d� � �e��c��,

�e �r��b� �a��a �b��o� 

�t��s��/��p��r��m��r��o��.��m

�a��a� �o��l� � �l��a��r�
�e��e�� � �r��i

 �e �e��i�� �r��r �n �o�� �e �o��m��t���e��o��l��a��s �a�� �a�� �e��i��t��i���o� �j��p��, �n� �a��a �u��e�e��o��l��a��e �a�� �i��g��s� � �a���e��i��t��i� �o� �u �o��r�� �o��r��e��s �e �a��s� �o�� �a� �i��a�� �o��s�e �á��u�� � �a��s �e �a��s� �s��n�s��i��o� �l �o��m��t�� 

Para la redacción correcta y
clara de la carta formal se

deberá atender los siguientes
puntos:

¿COMO HACER UNA
CARTA MODELO?

que es el proceso de
combinación de

correspondencia.

Acomoda la
información

�) �a �n��r��c��n �e�
�e��i��t��i� � �e�
�s��i��e��e �e��r��
�i��r�� �l��a� � �e�
�i�� �e��b��s� �e��n
�o��e��r �o� �o��s
�o��e��o��i��t�� �
�i��p�� �o��c��o� �n
�l �u��r �o��e��o �a��
�a��s �i��s�

�s �u� �m��r��n�� �a��i�� �u� �e
�n��e��a �l �o��v� �e �a �a��a � �u�
�u��e �l��o �l �e��a�� � �r��s��r��

�e �o�� �u� �a �d�� �u��e
�o��e��a��n�� �l��m��a �n �a �a��a

�o��a��

�I��S �E �A��A �O��L�
�O��L� �A��A �E��N��A
 �O��L�� �A��A
�R��E��A��Ó�
 �O��L� �A��A �O��C��U�
 �O��L� �A��A �O��R��A�
 �O��L� �A��A
�E��M��D��I��
�O��L� �A��A �E��R��C��
�O��L� �A��A �O��I��
�O��L� �A��A �E��I��
�O��L� �A��A �R��A��

�o��i��e �n �e��c��o��r �l
�r��e� �e �a��s �u� �s��á
�a�� �a �n��r��c��n
�e��o��l��a��. �a� �o��s
�e �á��u�� �e �x��l � �a�
�i��a� �e �o��a���s �e
�u��o�� �o� �o� �r��e��s
�e �a��s �á� �o��n��,
�e�� �e �u��e �s��
�u��q��e� �a�� �e �a��s
�u� �e �u��a �o��c��r �
�o��




