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 [image: image2.png]Letters are written for all
sorts of reasons. We might
write a letter to a friend to
tell them something or to

find out how they are
doing. We might write to a
company complaining about
their product, asking for
information or to apply for




 [image: image3.png]Formal letters are written to
people you don’t know or to
organisations. You might
write a formal letter to a

business or newspaper.
When writing formal letters
you must always use clear,
simple English. Start by
saying why you are writing
and then add in the details.
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When you are writing a
formal letter you need to
make sure that it is easy to
understand, covers the points

you want to make, and does
not contain any mistakes.
You should plan your letter
before starting to write and
check it for mistakes once
you have finished writing.




 [image: image5.png]The first paragraph
should be short and state
the purpose of the letter-
to make an enquiry,
complain, request

something, etc.
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The Middle Paragraphs
The paragraph or paragraphs in

the middle of the letter should

contain the relevant information

behind the writing of the letter.

Most letters in English are not

very long, so keep the

information to the essentials

and concentrate on organising
it in a clear and logical manner
rather than expanding too
much.
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The last paragraph of a
formal letter should state
what action you expect
the recipient to take- to
refund, send you

information, etc.




[image: image8.png]ening Lines

Why do we need an
opening line in a business
letter?

- to make reference to

previous correspondence
- to say how you found the

recipient’s name/address
- to say why you are

writing to the recipient.




[image: image9.png]Why do we need a closing
line in a business letter or
email?

- to make a reference to a
future event

- to repeat an apology

- to offer help
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Lines

With reference to your
letter of 8 June, I ...

Good Opening

Lines

Iam writing to enquire
about ...
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After having seen your
advertisement in ... , I
would like ...

Good Opening

Lines

After having received
your address from ... , I
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Lines

We/l recently wrote to
you about ...

Good Opening

Lines

Thank you for your letter
regarding ...
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If you require any further
information, feel free to
contact me.

I look forward to your

reply.
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I look forward to hearing

from you.

I look forward to seeing
you.
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I would appreciate your

immediate attention to

this matter.

Once again, I apologise
_for any inconvenience.
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Put your address in the top
right hand corner of the

page.
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Put the date underneath the
address.
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If you know the person's
name, start your letter with
Dear Mr/Mrs (surname).
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If you don’t know the person’s
name, start your letter with
Dear Sir, Dear Madam, or
Dear Sir or Madam.
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If you know the person's
name, end your letter with
Yours sincerelg.
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If you don’t know the
person’s name, end your
letter with Yours faithfully.




 [image: image22.png]Informal letters are written to
people we know well. We might
write to tell them what we have
been doing, to ask how they are,
or to share some gossip! You
can use informal English when
writing to someone you know
but remember, you still want
them to understand what you
are saying. Clear, simple English
always works best.

Dear Mum and Dad,
Itis great here!
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Put your address in the top
right hand corner of the

page.
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Put the date underneath the

address.
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Start the letter with Dear

(person's name).
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Finish the letter with Yours
sincerely, Yours, or even

Love from if you know them
well (and like them).





