Formal letters/emails are written in a formal
style to people in official positions e.g. a
manager, a course director who you haven't know
well.

There are various types of letters such as
giving/ requesting information, letters of
complaint, letters of apology etc.



» a formal greeting i.e.
Dear Sir/Madam when you don't know the person’'s name,
Dear Mr/Mrs Wilson when you do know their name.

- a first paragraph in which you write any opening remarks and
clearly state the reason for writing.

- a main body (usually 1-3 paragraphs) which develops the subject. Begin a new
paragraph for each main point.

- a final paragraph that sums up the topic, expresses what you what to be
done or makes any other final comments.

- a formal ending i.e.
Yours faithfully when you don't khow the person’s name,
Your sincerely whet you know the person’s name.



B nenosom nucbme BaxxHO UCNOMb30BATH NMPABUSIbHBIW
CTUNb U TOH 93bIKa.

TToatomy cTOUT Usberars:
* PA3rOBOPHBLIX BLIPAXEHUU, CNeHra 1 XaproHa

» cokpaweHuu (I'm; it's; don't u 1. 4., ucnonb3lymute
NOSIHbIE POPMBbI)

* SMOUMUOHANbHO OKpalweHHbIX crios — terrible
(yxacHbIn), rubbish (uyws) u 1. A.



» Appec oTnpasuTtens (sender’'s address)
» NaTta (date)

- Appec nonyuyarens (inside address)

- O6pauieHue (salutation)

* BctynneHue (opening sentence)

» OcHoeHou TekcT (body of the letter)

- 3aknroveHue (closing sentence)

- TToanuce otnpasuTtens (signature)



TTocnepoeatenbHOCTb peKBUSUTOB Creayhowas:
UM pYKOBOAUTENS;

ero AOSKHOCTb;

Ha3BaHWe KOMNAaHUU OTNpaBUTens;

HOoMep AOMa, ynumua;

ropoa, NOYTOBBLIN UHAEKC;

CTpaHa.

TTpumep:

Mr Viktor Moskvin

Director

School of foreign laguages “Lingva”
154 Sadovaya St

Moscow 123456

Russia



Oata pacnonaraetca noa pekBUsUTAMU, OTCTYN Tpu
CTPOKM.

BGPI/IGHTOB HanucaHua AaTtbl HECKOJ1bKO.

July 28, 2019;
July 28th, 2019;
28 July, 2019;
28th July, 2019.



NONHOE UM nonyyatens;
AOJIKHOCTb;

Ha3BaHWE KOMNAHUU;
HOMep AO0Ma, yNuua;
rOpoA, NOYTOBLIU UHAEKC,
CTpaHa.

TTepen umeHem 0bg3aTenbHO YKa3bIBAETCS COKpalieHHoe obpalieHue:
Mr. (Mmuctep, rocnoauH),

Dr. (aokTop),

Ms. (Mucc, ansa HesamyXHeln XeHLUHBI),

Mrs. (Muccuc - ana 3aMyxHeu XeHLMUHBL UNU eClU He yBepeHbI B
craryce).

TTpumep:

Mrs Jennifer Grey

editor publishing company "GoodBook"
25 Downing St

London SW1A 2AB

United Kingdom



 Dear Sirs, Dear Sir or Madam

* Dear Mr, Mrs, Miss or Ms

 Dear Frank,

* (ecnu Bam He U3BECTHO UM4
aapecara)

+ (ecnu Bam U3BECTHO M4
aapecara;

B TOM Cllyyae KOraa Bbl He
3HaeTe cemMenHoe nonoxeHue
XEeHLMHbI cneayeT nucatb Ms,
rpybou owmnbkou asnsaetcs

Ucnonb3osaHUe gpassl “Mrs or
Miss")

* (B obpaleHuun k 3Hakomomy
YesnoBeky)



Thank you for your e-mail of (date)...

I apologise for not getting in contact
with you before now...

I am writing in connection with/to ask
about...

I have read/found your advertisement
in...and would like to ...

I am interested in...

T would like to know more details
about...

I would like to ask further
information about/concerning...

I would like to ask
if/when/why/where...



Could you possibly explain ... He mornu 6bI BbI NOSACHUTD...

We would like to point out that... Mb1 xoTenu 661 NoAYepKHYTb, UTO...
We are interested in receiving... MbI 3aUHTEpecoBaHbI B MOSTYYEHUMU. ..

: ; ; Me1 xoTenu 661 06paTUTL BalE BHUMAHWUE Ha
We wish to draw your attention to the following... P

cnepyroliee...

Please be informed that... Ctasum Bac B n3BecTHOCTD, UTO...

With reference to your letter... CcbLnasch Ha Bale NMUCbMO...

We are organizing a... Me1 opraHusyem...

We would also like to inform you... Mer Takxe xoTenu 6s1 Bam coobwmTs...

Would you mind if... BbI He BO3paxaeTe, ecnu...

We would be grateful if... MeI 66111 6bI O4eHb NMpU3sHATENbHLI Bam, ecnu...
Please could you send me... TToxanyicTta, BEIWIUTE MHE...

In the light of the above we are ... B cBS3U CO BCeM BbILWEU3NOKEHHBIM, MBI ...

We are willing to arrange another meeting with... Mb1 xoTenu 6bI Ha3HAUUTDL ellie OAHY BCTpeuy C ...



I would be very grateful if you could
inform me about...

T would be happy to attend the
interview at any time that is
convenient to you.

Thank you very much for your time.

Let me know whether you would like
me to...

I look forward to ...
-hearing from you soon
-meeting you next Tuesday
-seeing you next Thursday



* Kind regards, * C yBAXXeHUEM...

* Yours faithfully, * VickpeHHe Baw (ecnu ums
Yyenoseka Bam He u3BecTHO)

* Yours sincerely, * (ecnu umsa Bam u3BecTHO)



A) a letter of complaint to a course director
B) an email accepting your friend's invitation to a barbecue
C) a thank-you letter to your aunt

D) an email to a hotel owner asking for the return of some lost
property

E) a letter to your friend telling her about a recent job
interview you had

F) an email requesting information about an event

G) a letter making arrangements for a visiting speaker to come
to a school

Formal

Informal
Informal

Formal

Informal
Formal

Formal



Dear Mrs Hughes, salutation

I have just read your advertisement for the summer English
courses in Oxford and I am very interested in applying. However, I
have a few questions that T would like to ask first.

First of all, I would like to know how much each of the courses
costs. I am particularly interested in the six-week course, but it
would be helpful tfo know the prices of all the courses before I
decide which one to take.

Secondly, T am interested in finding out more about the actual
teaching on the course. Your advert says that the classes are small.
How many students are there on average in each class? Also, what
modern language facilities are available? Is there a student
reference library or computer facilities?

Lastly, the advert states that options other than sharing a flat are
possible. T would be very interested in living with a local English
family in order to further improve my English. Would this be
possible?

Thank you very much for your time. I look forward to hearing from
you soon.

Yours sincerely, ionat
Sarah Stewart Signature

opening
sentences

main body

closing
sentences



Home task

p. 128-129 ex.2,6



