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WRITING A LETTER




TOAWNYHI peKomeHAaLll WoAo CTPYKTYPU Ta MOBHMUX
KOHCTPYKLiI 0coObMCTOro Nnucbma




1. HeodiuinHe npusitaHHsa (informal greeting).
Dear Lucy / Dear John / Hi / Hello Towo

Syn (introduction a6o opening remarks), y skomy noTpi6HO nucaTtu npo
,-3arar|bHi pedi (3annTyBaTu Npo 340p0B’a gpyra, npo OCTaHHI HOBUHW;
'BVICJ'IOBJ'IPOBaTVI NOASAKY 3a OTPUMaHNA NACT, BubavaTtnucs 3a 3aTpuMKy
i, KOMEHTYBaTN HOBUHW, NPO SKi Ai3HANMCA 3 OTPUMAaHOro INCTa TOLLO)
SragyBaTty NPUYVHY, 3a40s SKOI NALETLCSA IMCT, TOB6TO BignosigaTh Ha
2 NUTaHHSA «HoMy BM nuLieTe NINCT?»
How are you?

| thought I’d write and let you know that....

The reason I’'m writing is ....

Sorry, I've taken so long to put pen to paper, but...
| apologise for the fact that | haven’t written for...

| have something special to tell you...

Can you imagine... TOWO

OBHa YacTtuHa (main body), y sikin NOTPIGHO PO3KPUTK FOIOBHY TEMY
eTasibHO. Lla yacTnHa cknagaeTbes 3 KiNbKOX ab3auiB, KOXKEH 3 SKUX
YeHO OKpeMiIn nigTemi (KinbkicTb ab3auiB Yy OCHOBHIN YaCTUHI nucTa

3aNeXunTb Bif YMOBW 3aBOaHHS).
HOBHa 4YacTuHa (main body) 060B’3KOBO Mae 6yTn CTPYKTypoBaHa 3a
BUMK ab3aLamu, y Hil MOBUHHO ByTK Tpu 3MicTosi ab3aun (abo gsa
3MICTOBI ab3aun, SKLWO ABi 3MiCTOBI yM0OBM 06’egHaHO B ognH ab3all).



MHa YyacTtuHa (conclusion a6o closing remarks), y sKkin NoTPIGHO

IBECTW NiACYMOK HarnmcaHoMy B JINCTi, MOXXE MICTUTU NPUYNHN, LLO

DHYKatOTb 3aKiHYMTN HANUCaHHs JICTa, NPUBITaHHSA pofunYis/pognyam abo

3HaI/IOMVIX/3HaVIOMI/IM noba)xaHHA BCbOro HanMKpaLloro, NpoxXaHHA Oo

afjpecaTa He 3BOoJliKaTu 3 Bignosigaro ToLo.

(closmg remarks) 060B’A3KOBO MOBMHHA MICTUTWN dpa3n Takoro TUny:
That’s all my news for now. Write back soon..

Well, I’'d better go and do some work! Once again, well done....

Please, write me soon and tell me all your news.

Well, that’s all my news. I'd better end now, because... TOLLO.

t HeodbiuinHe npowanHs (informal ending) Ta im’s agpecaHTa (Toro, xTo
B nuwie nucra).
npowaHHs (ending) — BignosigHO Ao BUMOr odhOpPMIIEHHS OCOBUCTOro NUCTa:
Lots of love

Hope to hear from you soon

Give my best wishes to your parents
Looking forward to your letter

Best wishes to...

| would be glad to hear from you soon
Keep in touch

Love / Regards

Yours TOLWWO




inHuM nuct (semi-formal letter) cknapaeTbcs 3 Takux
YaCTUH:

& 1. OdbivinHe npusitaHHsa (formal greeting).
BiTaHHs (greeting) — BignoBigHO 00 BUMOr 0hOpMIIEHHS HaniBodiLinHOro

78 nmcTa:
To the Editor /Dear Sir or Madam/Dear Mr.Brown ToLL.

Tyn (introduction a6o opening remarks), y aKomy noTpibHO HiTKO
BU3HAYUTN METY HaNMUCaHHS NNCTa.
‘ BCTyI'I (opening remarks) 060B’A3KOBO MOBUHEH MICTUTN hpasn Takoro
TUny:

| am writing with regard to your ...(recent review of the...)

| feel | have to express my consent / disagreement with... TOLWO

3. OcHoBHa 4YacTtuHa (main body), y aki po3KpMBaETLCS roNoBHaA Tema
paeTanbHo. Lis yacTnHa cknagaeTbesl 3 KifibKOX ab3aLliB, KOXXKEH 3 AKUX
BAYEHO OKpeMIn nigTemi (KinbkicTb ab3auiB Yy OCHOBHIN YaCTUHI nnucTa
3anexXXunTb Bif YMOBW 3aBOaHHS).
OBHa 4YacTtunHa (main body) mae 6yTn 060B’I3KOBO CTPYKTypOBaHa 3a
3MicToBMMK ab3auamu — Tpu 3MicToBI ab3aun (abo gsa 3micToBi ab3aun,
38MICTOBI ymMoBU 06’egHaHi B ognH ab3au) Ta MiCTUTb hpasun Takoro
TUny:



| (\We) am (are) totally opposed to...
It worries me (us) that...
Although ... | (We) still believe... Towo.

| T f.¢3aKm0!-||-|a yacTtuHa (conclusion a6o closing remarks), y sikin cnig,
& nigBecTn NigCyMoOK HarnmcaHoMy B JINCTI.
fos LiBKa (closing remarks) 060B’s1I3KOBO MOBMHHA MICTUTU dpa3un Takoro
":;;ff";‘, | (We) would be grateful if you could ... , Thank you in anticipation for

| (\We) would appreciate if you ...Towwo.

¢ 5. HaniBodiuiinHe npouaHHs (semi-formal ending) Ta nosHe imM’s i
| npi3BuLLEe aBTopa nCTa.
npoLwlaHHs (ending) — BignosigHO 40 BUMOr OpOpMIIEHHST HaNiBOMILINHOIO
nncra:

Yours faithfully,
Faithfully yours,
Yours truly,
Truly yours,
Best regards.




1 chiuil?u-le anIBiTaHHSI (formal greeting) : Dear Sir/Madam — - Konw
iM’S oco6v| SKiM agpecoBaHoO NINCT.

12N2. fiff CTyI1 (introduction a6o opening remarks), y AKoOMy 4iTKO BU3HA4YeHO
e METY HanmncaHHs n1cTa.
BCTyn (opening remarks) 060B’A3KOBO NOBUHEH MICTUTU (bpasu:
| would like to apply for ...

| am writing to apply for the position...

With reference to your advertisement...

| am writing in post of your advertisement...

| am writing to enquire whether...

| am writing with regard to your advertisement...
| would like me to be consider for...

| consider myself to be... ToLloO.




JCHOBHa YacTvHa (main body), y siKin pO3KpUBaAETLCA TeMa (TeMK)
bHO. LS HaCTVIHa CKJ'Ia,EI,aGTbCFI 3 KiJ'IbKOX a63au,iB KO>XEH 3 AKNX

3aneXuTb Bif YMOBW 3aBOaHHS).
Ha YacTuHa (main body) 060B’A3KOBO MOBMHHA MICTUTW (Dpa3n Takoro
S TMNY:

| have had experience of...

Two years ago | was employed as...
| worked as ... before ... TOLO.

; 3akntouHa yacTtuHa (conclusion a6o closing remarks), y sikiin OTpPiGHO
' nigBecTn NigCYyMOK HanncaHomy B JINCTI.
KiHUiBKa (closing remarks ) 060B’A3KOBO MICTUTb (Ppasun Takoro TUMy:
| would be grateful if you could ...

| would appreciate a reply...

| would appreciate it if you could...

| am available for...

| look forward to hearing from you...

| look forward to receiving your response in the near future...
| enclose references from my last employer... TOLO.




e npowaHHs (formal ending): Yours faithfully (akwo Hesigome
cobun, o AKoi 3BepTatoTbesa B nNCTI) abo Yours sincerely (kLo
BigomMe iM’sa ocobun, 4o KOl 3BepTaloTbCA) Ta NMOBHE IM’S 1 NPI3BULLE
— agpecaHTa (0cobu, siKa nuLe NncT).
BNFpoLLaHHS (ending) — BigNoOBiAHO A0 BUMOT O(POPMIIEHHS INCTa-3asiBMU:
X Yours sincerely, Yours faithfully.




Saint-Petersburg
Russia

Dear Sally,

Thank you for the letter. It was great to hear from you again after such
a long time. | really should have written sooner. | have been busy with
my exams.

I think you should take the invitation. Caves in Scotland are so beautiful.
Your life is boring if you never take risks. Extreme sports give you a chance
to live a full life. Last summer | tried rock climbing and really enjoyed it.

It is great that Amy is coming at last! How long is she going to stay with
you? What are you going to do together? What places are you going to visit?

Anyway, | must go and get on with my work!
Hope to hear from you soon.

All the best.

Kate



Tack Mason
Cherry Street 129

2344 London
Tth of June 2013
Winston School District
Ashley Lebev
Mary's Street 3
3455 London
Dear Mr. Lebev,

Iwould like to request a formal meeting with you this month, on a day which 1s convenient for you. I
would like to discuss with you some 1ssues conceming my child He 1s a student at your school 1n the
11™ grade. Some of the problems are quite urgent, so I would be more than grateful if you had the time
dunng the next week to talk about them in person.

I appreciate your time and effort to meet with me and discuss this 1ssue. I will be waiting for your

2199

confirmation in the next few days via email or phone at 456 345 333. The most convenient days for me
are Thursday and Friday, between 12.00 and 16.00.

Looking forward to hearing from you,

Jack Mason




Crum Exn. yncio Mu. ymcao
PopmanbHO H CTpOro My dear Sir / Sir
odrmpaILHO My dear Madam / Madam
Sir/ My dear Sirs
Ctporo odramamsHo i empl
Madam/ My dear Mesdames
Mrs. Smith
Dear Sir Dear Sirs/ Sirs
Dear Madam Dear Mesdames/
OdrmmamsHo Mesdames
Gentlemen
Ladies
N s i (i Dear Mr. Jones Dear Messrf. Jones
HAIITYHH IIp e b1y et empl and Smth
Dear Mrs. Jones Dear Mmes. Jones
MepervcKH) .
and Smith

Heodmmamuo

Dear Jack/ Jack

o

Formal words

To request
Requirements
Further

To verify

To contact

To postpone
To regret

To assist

To receive

* Formal and Informal Language

Informal words

To ask for

Needs

More

To check

To get in touch with
To put off

To be sorry

To help

To get

O ]



() Brackets -
FORMAL PUNCTUATION Sl
o Do not use contractions f &2 B

« | don’'t smoke> | do not smoke
« They can't > They cannot attend the meeting
« We won't go > We will not go there

o Use commas
« After adverbs at beginning of sentences
o e.g. Additionally, Consequently, Finally, However,

+ In non-defining clauses

o Tenerife, which is located off the coast of Africa, is a popular
tourist destination.

+ Before and or but if the subject of the sentence changes
o | would like to know when the course starts, and how long it lasts.
o He asked me to finish the report, but | had to leave early.

o Do not use exclamation marks !! or dashes - in formal
writing.




Writing formal letters to complain
Reason for writing:
I am writing in order to complain

about

liemwiding taecosmpjainmabout

Firstly

In the first place

First of all

My first complaint is

The first problem is

The first thing | would like to draw your
attention to is

My first concern is

Introducing further complaints:
Secondly

In the second place

Notonly ....... but also

In addition to this

Added to this

....... was also unacceptable

Useful phrases for writing formal letters

Demanding action:

I suggest that you replace the item
I therefore suggest that| be given
a full refund

I would be grateful if my money
was refunded

I would be grateful if you could
give me a full refund

Ending the letter:

I look forward to hearing from you
I look forward to receiving a full
refund
I look forward to receiving a
replacement
I look forward to receiving your
explanation



USEFUL PHRASES

Thank you for your letter

It was nice to hear from you

I'm sorry | haven't written for so long

Hoping to hear from you before too long

I'm afraid to say that | won't be able to...

Do you think you could...?

| regret to inform you that we are unable to...
| am writing to ask whether it is possible...

How are you?

Are you well?

Still alive and
kicking?

Useful phrases for your Introduction

How are things with Hows life treating
you? you?

Are you and your What have you been
family doing fine?  up to?

| have not heard
Survived your from you for
examinations? months. Are you
okay?



BENNINGS AND ENDINGS

INFORMAL LETTERS:
¢ You are writing to a relative:

s DlearTom Love to all
Love from us all
¢ My dearVictoria Yours
All the best
¢ Dear Aunt Ann With much love from Sam
¢ Dearest Aunt Ann Lots of love from Sam
Much love, as always
¢ My darling Ann All my love

pening Sentences for an
informal letter in English

Examples of opening sentences

Opening sentences of an Informal letter should be casual.
Not so stiff as in Business letters. For examples of more
formal opening sentences you should check out my
business letter article.

How are you?

How have you been?

How is life treating you?

How are the kids?

I hope you are doing well

I hope you, Mike and the kids are having a great time in ...

o 7Av—"/‘___;.,e-"“



““Ending an informal letter in

English

Examples of closing sentences - how to end an informal

letter in English?
[ am looking forward to seeing you,
I can't wait to see you soon,
[ can't wait to hear from you,

I am looking forward to hearing from you,

I hope to be hearing from you soon,

ol

v—-'—’“"‘

See you soon,

Send my love to ..

I hope you are doing well,
Give my regards to..,

Signature

Here you can be pretty free in your choice of ending
your letter. Here are some examples of a signature for
an informal letter in English

@ Best wishes,
® Kind regards,
@ Best regards,
@ Lots of love,
@ Love,



Useful language for formal letters

Stating the circumstance

I am writing with regard/ with
reference to...

I am writing to express my
concern about/ disappointment
with/ disapproval of / apologies
for...

I would like to draw your
attention to/ point out certain
inaccuracies...

Introducing points

Firstly/To begin with/Moreover/
Furthermore/In addition

Finally (I feel) I must also
(dis)agree with...

I should also like to point out
that...

According to your article / Your
article states that...However, ...

Letter writing

Here are some general tips for letter writing.

For formal letters:

*Write your address in the top right hand corner

*Write the business address in the top left hand corner

*Start either with a name (if you are given it in the question) or with Dear Sir /
Madam

-Begin by stating why you are writing the letter

*Write your points clearly and in paragraphs

*Finish your letter with Yours faithfully if you began with Dear Sir / Madam
*Finish your letter with Yours sincerely if you began with a name

For informal letters:

*Write your address in the top right hand corner. This shows the examiner you
know how to set out a letter

«Start with Dear (name of friend)

*Write your points clearly and in paragraphs

*Finish your letter informally e.g. lots of love or speak soon



FORMAL LETTER
HELPFUL PHRASES

Type of Letters
Complaint

Invitation

Opening |

[ am a resident of the
Gulshan-e- Igbal and
[ am writing in to
complain about...

On behalf of the
school, we would like
to invite you to our
Annual Speech and
Prize Giving Day to
be held on March 15th
in the school hall.

Closing
I seriously hope that
you would look into
the complaints that [
have raised and
remedy the situation
as soon as possible.

Thank you.

We sincerely hope
that you will accept
our invitation and we
look forward to your
presence on that day.

Thank you.




