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The characteristics of formal style are:


The greeting (Dear Sir/ Madam, Dear Mr. / Mrs. / Miss / Ms Lee) 


Address and date


Formal Language (complex sentences, non colloquial English) 


No abbreviated forms 


The ending (Yours sincerely, Yours faithfully) 


Note: Use Yours sincerely when you have used Dear Mr Lee. �Yours faithfully when you have used   Dear Sir / Madam.





Letters of Complaint


Letters of complaint are normally written in a formal style. 


Mild or strong language can be used depending on the feelings of the writer or the seriousness of the complaint.


Introduction


Paragraph 1: Appropriate opening remarks. State the purpose of the letter and give enough details for the reader to understand the correct nature of the complaint.


Main Body


Paragraph 2: Give all the detail(s) of the complaint. Make sure you include all necessary dates, times, people involved, the inconvenience you faced, etc.


Paragraph 3: State what you would like to be done about the matter or suggested action to be taken.


Conclusion: 


Paragraph 4: State your expectation, and end with appropriate closing remarks.





Useful Language for Letters of Complaint


Opening Remarks: (mild) I am writing to complain about / regarding / on account of / on the subject of …/ I am writing to draw your attention to… / I am writing in connection with…etc.


(strong) I was appalled at / I want to express my strong dissatisfaction with / I feel I  must protest / complain about…etc. 


Closing Remarks: (mild) I hope / assume you will replace… / I trust the situation will improve / I hope the matter will be resolved / I hope the matter can be sorted out …, etc.


                           (strong) I insist you replace the item at once / I demand a full refund for… / I hope that I will not be forced to take further action, etc.








Letters Asking for / Giving Information


Their style can be either formal or informal 


Introduction


Paragraph 1: Appropriate opening remarks. State the purpose of the letters. If you are responding to an advertisement, say where you saw it.


Main Body


Paragraph 2: Make a specific request for information or give the appropriate information.


Paragraph 3: Finish the letter politely (offering to send any more information required if it is a letter giving information)


Conclusion: Appropriate closing remarks.





Useful Language for Letters Asking for Information


Opening remarks: I am writing to inquire about / in connection with, etc.       


Introducing first request: Could you possibly send / I would be grateful if you could/ I would appreciate some information about, etc.


Introducing further requests: Could you also please send me / Another matter I also need information is… 


Closing remarks: I look forward to receiving / I would appreciate it if you  could inform me as soon as possible, etc. 





Useful Language for Letters Giving Information


Opening remarks: I am writing in reply to your letter asking for information about / I am writing to inform you about / In reply to your query, etc. 


Closing remarks: I hope that I have been of some assistance to you / Please inform me if I could be of any further assistance / Please do not hesitate to contact me if you need any further information, etc. 








Letters of Application


A formal letter of application is written when applying for a job or an educational course. 


A letter of application should be similar in style to the advertisement; that is, if the job advertisement is written in a formal style, the letter must be formal, too. 


Include extensive reference to experience, qualifications or skills. 





Applying for a Job


Introduction


Paragraph 1: Appropriate opening remarks. State reason for writing by mentioning the position you would like to apply for, and where and when you were informed about the vacancy.


Main Body


Paragraph 2: Give details of age, qualifications, present / past employment, qualities and skills and any other details you consider relevant.


Paragraph 3: Express your interest and suitability for the job, and give your present / past employers’ opinions of you. Appropriate closing remarks.


Conclusion: State that you are willing to attend an interview and look forward


         to a favourable reply.





Useful Language for Letters of Application (for a job)


Opening remarks: I am writing with regard to your advertisement / I am writing to apply for the post / job / position of / which I saw advertised in...etc.


Reference to experience: ... for the last year I have been working as… / Two years ago I was employed as… / I worked as … before … / I have had experience of..., etc. 


Closing remarks: I would appreciate a reply at your earliest convenience / Please�                            contact me regarding any queries you might have / I enclose my�                            CV / I would be glad to attend an interview at any time �                            convenient to you / I look forward to hearing from you in due �                            course, etc





Useful Language for Letters of Application (for a course)


Opening remarks: I would like to apply for admission to the … beginning in …/ I would like to be considered for, etc.


Reference to experience: I hold a certificate / degree in / I am due to take examinations in / I have completed the following courses / My degree is in English, etc.


Closing remarks: I would appreciate a prompt reply at your earliest convenience / I look forward to meeting you / I enclose further details regarding my education  and qualifications to date / I hope that you will consider me for entry / I look forward to receiving your response in the near future, etc.








Letters of Recommendation


In this type of letters you are usually requested to express your opinion on a certain matter and also to provide suggestions supported by expected results / consequences. 


In this type you might either be asked to recommend someone for a job / reward or what might be done to further improve existing standards. 





Introduction


Paragraph 1: Appropriate opening phrases. State reasons for writing.


Main Body


Paragraph 2: State who the person that you would like to recommend is and what you are recommending him/her for / give an overall opinion of the subject.


Paragraph 3: Give details of the person and the reason for recommending him/her/ further actions to be taken making suggestions and commenting on the expected results.


Conclusion: Express your hope that he/she will be a suitable applicant offering to give further details upon request / final suggestion/recommendations on the subject











The opening paragraph of a letter should state the purpose of the letter. 


The middle paragraph(s) should explain the details, beginning a new paragraph for each main point. 


The closing paragraph should state the course of action needed or repeat the purpose of the letter. 


Be clear about the point being made in each paragraph; topic sentences are very important.


It is very important to use the correct forms of salutation. and signature. Endings should always be appropriate.


Register is another important thing in letter writing. Remember to use the appropriate vocabulary for formal letters.


Make sure that when writing a letter it is well structured and organized.


Another very important point is the use of linking words and phrases.











Useful Language for Letters of Recommendation


Introducing suggestions: I’m writing in order to recommend / I wish to recommend/ It has come to my attention that… 	


Introducing the expected results: thus, as a result, consequently, therefore, hence, 


Therefore, _____________deserves to be ___________ / As a result, I believe he / she deserves the award of _______________/�Consequently, I have no hesitation in recommending … as a …














Letters of Advice


Letters asking for or giving advice can be formal, semi-formal or informal depending on the situation. A letter asking for advice can be sent to a friend, a consultant or an advice column in a magazine. Details of the problem should be mentioned. 


A letter giving advice should contain suggestions introduced with appropriate language. 


Letters of advice are usually written in response to a request or an enquiry.


Introduction


Paragraph 1: Appropriate opening remarks. State reasons for writing. 


Main Body


Paragraph 2: Describe the circumstances.


Paragraph 3: Ask for a prompt reply making a final request for advice.


Conclusion: Appropriate closing remarks.








Useful Language for Letters Asking for Advice


Opening remarks: I would appreciate it if you could give me some advice about / I would be grateful if you could offer some advice regarding…/ I wonder if you could help me with a certain problem, etc. 


Closing remarks: I would appreciate it if you could give me your advice as soon as possible / It would be of great help if you could advise me...,etc. 








Useful Language for Letters Giving Advice


Opening remarks: I am writing regarding your request concerning…/ I am writing in reply to your letter asking for advice about / I'm writing in order to…/ It has come to my attention that… 


Suggestions: I strongly recommend that / I believe the best course of action is / If I were you I would… The best way to achieve your goal is…


Closing remarks: I trust you will accept this advice / suggestion / I hope this will be of help to you / I would like to know if these suggestions were helpful, I hope the following advice / suggestions will be of some help to you, etc.











