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TINATSAFA

FORMALLETTER

INTRODUCTION

 SayWHYyouarewritingandWHATyouarerespondingto(e.g.a

advert,aprospectus,anannouncement)

 BeginDearMrJones,/DearMrsBrown,etc.

Ifyoudon'tknowthenameoftheperson,writeDearSir/Madam,

 Youropeningsentenceshouldclearlystatewhyyouarewritingthe

letter-gettothepointstraightaway:

‘Iwouldliketoapplyforthepositionof...’

‘Iam writingtocomplainaboutthepoorservicewereceivedat...’

 Thinkingaboutthepurposeofyouremail/lettercanalsohelpdecideon

thecorrectlevelofformality.Ifyou’replanningadayoutwithfriends,

keepitfriendlyandlighthearted.Ifyou’rerequestinginformationfrom a

companyyouwanttosoundprofessionalandpolite.Keepinmindyour

reasonsforwritingandmakesurethat’sreflectedinthetone.

 Keepitorganised:Englishworkswellwithshort,simplesentences.

 Breakyouremailintoparagraphs.

MAINBODY(usually2paragraphs)

 Yourletterneedstobepreciseandtothepoint.

 TONE(thewayyourlettersounds)isveryimportant.Theaim isto

sound‘businesslike’.Avoidanylanguagethatseemscasualorchatty.

 Thinkaboutthepurposeofyourletterandincludealltherelevant

 detailstohelpthereadertorespond.Forexample:

Inajobapplication,includesomespecificdetailsaboutwhyyouareanideal

candidatefortherole.

Inaletterofcomplaint,includeasummaryofwhathashappenedtoprompt

yourcomplaint,withnames,locationsanddates,ifnecessary.
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CONCLUSION

 Provideaclearcourseofactionforthereader:

Makingacomplaint?Makeitclearthatyouneedareply.

Applyingforajob?Endonapositivenoteandsaythatyouarelooking

forwardtohearingfrom them.

 Signingoffwilldependonhowyoustartedyourletter:

Ifyouusedsomeone’sname-->endwith‘Yourssincerely,'+Yourownname

Ifyoudidn'tusetheirname,youused‘Sir/Madam’instead-->endwith‘Yours

faithfully,’+Yourownname

 Don’tforgetto proofread yourletterforspelling,punctuation and

grammar.

REMEMBER

It'sa formalpiece ofwriting thatmeans:use Formal,Neutralstyle,no

contractions,no colloquiallanguage,no directquestions,no informal

punctuation,suchasexclamationmarks(!).

Addressesandnames(ifmentionedintheexam topic)

Onthelefthandsideofthepage(aboveDear.....)comesthenameand

addressofthepersonthatyouarewritingto-therecipientoftheletter.

DoNOTwriteyourpersonaldetails(address,cityetc).

IntheendwriteyourFULLName.

Lookatthesamplelettersonthelastpagetogetanidea.
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USEFULEXPRESSIONS-FORMALLETTER
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EMAIL

Haveinmind:

 Whoareyouwritingto?Isitafriend,afamilymemberoraclassmate?

 Whatisthepurpose?Maybethey’reaskingforsuggestions,adviceor

favour.

 Whatis the topic ortheme?A holiday,party,cinema trip orcity

recommendation?

 Makesureyouspendacoupleofminutestoconsiderthecontentof

yourinformalemail/letter.

Opening

DearPeter,

Hello/HiPeter,

Introductorysentence

Theopeningisnormallyfollowedbyanintroductorysentence.Thissetsthe

toneoftheemail,showsyourinterestinthereaderorrefersbacktoa

previouscorrespondence.

Howhaveyoubeen?/Howarethings?

Thankssomuchforyourlastemail/letter.

MainBody

Phrasesyoucoulduseformakingsuggestions:

It’sgreattohearthat…

Youmust/shouldtellthem to…

Whydon’tsbdosth…?

Sbshoulddefinitelygoto…

I’dreallyrecommend(+verbingorsubject+baseinfinitive)
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Finalparagraph

Ihope....

Letmeknowif....

Ilookforwardto+ing(eghearingfrom youagainsoon).

Ican'twaitto....

Closing

Bestwishes,

Yourname

Takecare!

Yourname

Allthebest,

Yourname


