Writing letters

In a letter to a friend, you write your address (1), or a short form of it, at the top right of the letter, and then the date (2). You do not need to put the name and address of the person you are writing to. You begin the letter with direct address (3) then goes the main body (4) and ending remarks (5).
In a formal letter, you put your own address (1) in the top right-hand corner, and then the date (2). You put the name and address of the person you are writing to (3) below and to the left of this. You begin the letter with direct address (4) then goes the main body (5) and ending remarks (6).
For help in choosing an appropriate beginning and ending for different types of letter, see Note.



Note.

Informal letters:

1) Forms of direct address: Dear + First Name: Dear Margaret.

2) Forms of closing remarks: With best wishes + First name

3) Forms of closing remarks in personal letters: 

Yours / Best wishes / Love / Love from / Lots (Loads) of love+ First name

Formal letters: 

	Forms of direct address: 
	Forms of closing remarks

	Dear Sir, Dear Madam (when you do not know the name of the person)

-------------------------------------------------------

Dear Mr /Mrs / Miss / Ms Smith (you know the name, but you do not know the person or you need to address somebody quite formally.
	Yours faithfully

-------------------------------------------------------

Yours sincerely / Sincerely yours

(Am E) Yours truly


Writing letters

Personal  letter:

1. The sender’s address, or a short form of it (at the top right of the letter):  № house, street (St., Rd., Sq., Ave., P., Drive, Lane), town/city, county (Britain), state (US) 
2. The date (under the address): 10th October 2005/10th Oct. 2005.

3. You do not need to put the name and address of the person you are writing to. You begin the letter with the salutation (direct address) (left-hand side, comma after the name):
      Dear + First Name: Dear Margaret. (Dear Friend)
4. The opening paragraph (including a reference to either a letter that has recently been received or to an event that prompted the writing of the present letter):

· I have just received your letter and am writing at once because…

· I’m sorry it has taken me so long to reply to your last letter but…
· What a surprise it was to get a letter from you after all this time.

· I was very sorry to hear…
· I feel sure that you will be interested to know…

5. The main body (purpose, news, etc.) 
6. The closing paragraph:

· I look / ‘ll be looking forward to hearing from you soon

· Be lovely to hear from you

· I’d love to hear from you

· I do hope to see you soon

· (Please) remember me to…

· (Please) give my love/regards/best wishes to…

7. The complementary closing / subscription
· Love, Love from / Lots (Loads) of love, + Name – for relatives and close friends

· Yours, + Name- for friends fairly close

· Yours affectionately, + Name        - for friends, who are not very close 

· Yours sincerely, + Name                  and acquaintances

8. *PS

                                                             












Business Letters comprise the following principal parts:

1. a) The name of the company, its address, phone, fax, email  (at the top of the page)
b) The name of the sender, his address, phone, fax, email  (at the top of the page)

2. *The name of the person addressed and his/her title if you know it (on the left-hand side)

3. The inside address: the name of the company and its address (on the left-hand side)

4. The date (on the left-hand side)
5. **The direct address/opening salutation (on the left-hand side)
6. The subject heading indicates the subject of your letter (Re: …)
7. The opening paragraph (it includes the date of the letter being answered, the writer’s feelings on the subject-matter of the letter): 

· In reply to your letter of 2nd March this year we would like to inform you…

· Thank you for your letter of 2nd March…

· We thank you for your letter dated 2nd March and wish to tell you/inform you…
· I am writing in response to…

· I am writing to inform you that/of…

· I would like to enquire about/whether…

· I am writing to complain…

· We are surprised to learn…

· We are sorry to remind you…

8. The body of the letter
9. The closing paragraph, which contains a statement of the writer’s intensions, hopes and expectations about future actions:

· Thank you in advance for your help.

· I would be most grateful if you could inform me…

· Please let me know if…

· Please phone to confirm the details

· I look forward to hearing from you/ receiving your reply.

· We look forward to hearing from you soon.

· Your prompt/early reply will be appreciated/ I should greatly appreciate an early reply
· Hoping to hear from you soon.

10. The complementary closing
11. The signature

12. Enclosures and postscripts
Note.

* Mr. J. Smith/ to Mr. J. Smith

Ms C. Jones
If you do not know the name of the person for whom the letter is intended you may address it directly to the company or to the company’s representative:

The Managing Director,
The Personnel Manager,        + the name of the company

The Secretary,
e.g.: 

The Secretary,
The Brown Electrical Co.,

16, Exton Square,

London,
England.

Mr. Brown,

African Food Co. Ltd,

Ghana.

The Branded Boot Co., Ltd,

5 Rubberheel Road

Northants,

England.
**

	 
	Forms of direct address/ opening salutation 
	Forms of complementary closing 

	(when you do not know the name of the person) 

(you know the name, but you do not know the person or you need to address somebody quite formally).


	Dear Sir, Dear Madam 

Dear Mr Smith 

Dear Ms Smith 

Dear Louise Smith
	Yours faithfully, Yours truly (Am E)

+ First Name + Family Name

Yours sincerely 

(AmE) Sincerely yours / Sincerely / Yours truly

               + First Name + Family Name




Writing a letter

Look at these two letters. One of them is formal, the other is informal. In each letter, choose the word or expression that is most appropriate to the register of the letter. In a few cases, it may be possible to use either. There is an example in each letter (0).

An informal letter

Dear Marcus

(0) Thank you very much /Thanks a lot for your postcard. (1) It was great to hear from you again /I very much appreciated your early reply, and I'm really looking forward to seeing you in Paris next week. Anyway, (2) as you requested / you asked me about my (3) plans / itinerary for the trip, and here they are.

I will (4) depart / leave Heathrow Airport at about nine o'clock and should arrive in Paris at about ten o'clock. At quarter past one I will (5) go to / attend the student conference at the International Centre. This (6) commences / begins at about half past one, stops for tea at four and then (7) recommences / starts again at five (I have been (8) told / informed there is a restaurant (9) on the premises / there, so I won't go hungry!). The whole thing ends at about seven, when I'll go to check into my hotel.

(10) I regret / I'm sorry that I (11) am unable to / can't meet you as soon as I arrive, but (12) do you fancy meeting / would you like to meet me later, at about half past eight? (13) Why don't we meet / I suggest meeting at the Belle Vache restaurant on the Boulevard Beaumarchais, which is (14) handy / convenient for my hotel. (15) It would be great / I would be grateful if you could let me know what you think.

1 hope (16) that's everything / I have covered the main points. If you (17) require / need any (18) more / further information, feel free to (19) contact me / give me a call on my mobile.

Please (20) give my kindest regards / give my love to Nadine and Odile.

(21) Keep in touch/I look forward to hearing from you soon.

(22) Yours sincerely / Best wishes

Robert

A formal letter

Dear Mr Pearson

(0) Thank you very much / Thanks a lot for your letter of 23 February. (1) It was great to hear from you again / I very much appreciated your early reply. (2) As you requested / you asked me about, here is the (3) plans / itinerary for my trip to France next week.

9.00    (4) Depart / Leave London-Heathrow on BA flight 264 
10.15  Arrive Paris-Orly

1.15    (5) Go to / Attend student conference at the International Centre. This (6) commences / begins at about 1.30, breaks for tea at 4.00 and then (7) recommences / starts again at 5.

7.30   Meeting ends. Check into Campanile Hotel at Place de la Bastille.

(8) I regret / I'm sorry that I (9) am unable to / can't meet you until the following day, as I have an important meeting in the evening. (10) I suggest meeting / Why don't we meet at your office, as this would be (11) handy /convenient for all of us. Or (12) do you fancy meeting / would you like to meet me at the International Centre? I have been (13) told / informed that they have private meeting room facilities (14) on the premises / there which we could use.

I hope (15) that's everything / I have covered the main points. If you (16) require / need any (17) more / further information, please do not hesitate to (18) contact me / give me a call at the above address. In the meantime, (19) I would be grateful / it would be great if you would call me to confirm the location for our meeting.

Please (20) give my kindest regards / give my love to Mrs Langsdale.

(21) Keep in touch / 1 look forward to hearing from you soon.

(22) Yours sincerely / Best wishes

Robert Watkins

Robert Watkins
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