            [image: image1.png]L ESFIR

EIROPAS SOCIALAIS t - *
FONDS



                  

WRITING BANK

Email

Postcard 







Informal letter





MORE USEFUL PHRASES:
Thanks for your letter.
It was great to hear from you.
I'm sorry I  haven't written for ages / for so long.
It was a nice surprise to hear from you / to receive your letter.
Write soon.
Keep in touch.
Give my regards / love to your parents / .
Regards,
All the best,
(Lots of) Love,


Leaflet



Invitation





Formal letter 1 (information request)








Dear Ms Campbeff,
I am writing with regard to the intensive English summer courses that you offer. I would be very grateful if you could send me some detailed information about courses that will be held in your school in Bristol this summer as well as what kind of accommodation you provide.
I am 18 years old and I have been learning English in Austria for seven years now. My written English is quite good but I would like to improve my speaking skills. Do you have any courses for teenagers who offer a lot of speaking practice in small groups? As I am a student I would be interested in details of any discounts that are available, and the full price of the course including accommodation.
I look forward to receiving your reply.
Yours sincerely

Krein Schneider 

MORE USEFUL PHRASES:
/ am writing to enquire about...
Could you please send me further information / details about...?
I would be very interested in finding out more about...
   Formal letter 2 (complaint)
Dear Sir or Madam
I am writing to complain about the goods and service in one of your supermarkets.
Last Saturday, I visited my local Cheap-0 Supermarket in Bristol to buy groceries, which you advertised as being extremely good value. However, most products were being sold at a price much higher than in other shops, and when I got home, I also found out that nearly all the dairy products I had bought were past their sell-by dates. I think overpriced food that has gone off is anything but good value.
When I returned to the shop to make a complaint, I was told that the dairy shelves had been checked that morning and that all the products were fresh. They also claimed I had bought the products in a different shop, and refused to give
me a refund.
I am very disappointed, and expect you to take some action immediately. I am enclosing a copy of the receipt for my purchases, for which I am expecting a full refund. If I do not hear from you within 14 days, I will contact the Food Standards Agency with my complaint.
I look forward to hearing from you soon. 

Yours faithfully

Doris Stapelton (Mrs)

MORE USEFUL PHRASES:
/ am writing to complain about...
I want to express my strong dissatisfaction with ...
I demand a full refund.
I expect you to send me a replacement.
I would be grateful if you could send me a refund / replacement.
Formal letter 3 (job application cover letter)
A cover letter is often written in reply to a job advertisement.
Wanted: Zoo Guides
•    ideal summer job for students
•   July and August, part-time (15 hours/week)r £150/week
•    some weekend work required
•    job involves guiding walking tours around Bristol Zoor attending Visitor Information Points, distributing leaflets
•    good communication and people skills, good level of a spoken foreign language required
•    training provided, but some experience with animals is an advantage
Apply (with CV) to:
Michael Crossley
HR Manager Bristol Zoo
P.O. Box 100 Bristol BS99 1PB
Reference number: ZG/P-07.06








Application for the position of Zoo Guide Ref. No. ZG/P-07.06
 Dear Mr Crossley
I have seen your advertisement in the May issue of City Life magazine, and I would like to apply for the part-time position of Zoo Guide.
I am 18 years old, and have recently completed my A-levels in French, Biology  and Social Studies. 1 hope to study Zoology at Reading University from September, and I am currently looking for a summer job before my course starts. I would be able to start work from 17 July and will be available until the end of August.
I have gained valuable experience of working with animals at my parents' farm  in Gloucestershire, where I grew up, and in my last two years I have been studying Biology quite extensively in preparation for my A-level examinations. I also enjoy working with people, and I had the responsibility of dealing with customers in my part-time job last summer as a Box Office Assistant at the Natural History Museum in London. I have a good command of French, both in writing and speaking, and I also speak some Spanish. I am enclosing my CV with details of my previous education and work experience.
1 believe I would be a useful member of your team at the Bristol Zoo, and I hope you will consider my application for the position.
 I look forward to hearing from you soon. Yours sincerely,
Claire Harris
MORE USEFUL PHRASES:
/ am writing In response to / with regard to your advertisement which appeared
in the ... issue of ...
I would like to apply for the position / the post of...
I would be grateful if you would consider my application.
I hope you will be able to consider me for the position of...
:
•  Write the message like a short informal letter or a persona! note.





  Write the name and address of the person you're writing to.





Put the date at the top. (You can leave this out.)





Write Dear and the name of the person you're writing to.





•Write your message. Use short forms (/'//, it's, we're) and short sentences.





Finish with a friendly phrase: See you soon, Wish you were here! (Lots of) Love, (to family members and close friends) Best wishes,





Sign your name. First name is usually enough.





•  Start with Dear and the name of the person you're writing to.





•  If you're writing a reply, thank the person for their letter or anything else they sent you.





•  Use informal language to write your letter.





Finish with a friendly expression: (Lots of) Love, (to family and close friends)


Take care, (to friends)


Best wishes,


All the best,





Sign your name. First name is usually enough. Close friends sometimes put XXX (= 'kisses') at the end of their letter.





• Choose a title to attract attention.





Write your message in short, effective sentences.





Use convincing arguments.





Write your contact details if you want people to get in touch.





Choose a title to give information about the event.





Include all the key information: date, time and place 





Also say;


-  if there is a dress code (do people have to wear certain clothes?)


-  if the guests need to bring anything


-  if there is a charge (do people have to pay to enter?)





Ask people to reply if it's necessary. You can use RSVP (= 'please reply', from the French repondez s'il vous plait)








•  If you don't know the name of the person, start with:


Dear Sir (if you know it's a man)


Dear Madam (if you know it's a


woman)


Dear Sir/Madam or Dear Sir or


Madam.





If you know the name of the person, start with Dear and write their title and surname.





•  Explain your reason for writing.





•  Write more relevant details.





•  Suggest or request action if appropriate.





•  Finish with a polite expression, such as:


Looking forward to hearing from you soon





•  Write:


Yours sincerely (if you addressed


the person by name)


Yours faithfully (if you didn't).





•  Sign and print your full name.





•  Write Dear and the title and surname of the person you're writing to. If you don't know the name of the person, you can write:


Dear Sir/Madam or Dear Sir or Madam or To whom it may concern:








•  In the first paragraph, refer to the advertisement and say why you are writing.





•  In the next paragraph, give information about your interest and availability.








•  Say what experience and skills you've got .You have to persuade the reader. That you're the best person for the job!











•  Add any other relevant information.





•  Finish with a polite expression, such as:


/ hope you will consider my


application.


I look forward to hearing from


you soon.








•  Write Yours sincerely (if you addressed the person by name) or Yours faithfully (if you didn't).





•  Sign and print your full name.








