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Add a phone number if you want to be contacted by phone. It is very helpful to look at the layout of different kinds of formal
letters. Lesson Objective. You can also build your vocabulary by using a dictionary or thesaurus to make a list of useful
words, phrases and sentences you can use in formal letters Part Writing formal letters or emails Introduction (Writing
formal letters or emails) Writing formal letters is a necessary skill that you need for Advance Level Useful phrases (Writing
formal letters or emails) a) Writing formal letters generally: Greetings: Dear Sir Dear Madam Dear Sir/Madam Dear Mr
Brown Leave a space after the final body paragraph. You'll learn how to open and close a formal letter and how to format
addresses This document provides a list of useful phrases for different parts of formal business letters, including
salutations, openings, referencing previous contact, making requests, This document provides useful phrases for different
parts of formal letters in English, including starting a letter, requesting action, and enclosing attachments. This document
provides a list of useful phrases for different parts of formal business letters, including salutations, openings, referencing
previous contact, making requests, offering help, giving good or bad news, complaints, apologies, orders Then write a
closing phrase (this is optional). By using these standard phrases, you can give a professional tone to letters in English.
Leave another space and write a closing word(s), followed by a comma. In this unit Part Writing formal letters or emails
Introduction (Writing formal letters or emails) Writing formal letters is a necessary skill that you need for Advance Level
Useful Useful phrases: Thank you for your letter [inviting, offering, confirming] | am very grateful to you for [letting me
know, offering, writing] It was so kind of you to [write, invite, send] Many thanks for [sending, inviting, enclosing] | am
writing to tell you that. On the next line, add your name and title. Sign your name by hand if it’s a printed letter Useful
phrases for formal letter writingFree download as Word Doc.doc /.docx), PDF File.pdf), Text File.txt) or read online for free.
Some example These phrases are used as a kind of frame to introduce the content of a letter. | am delighted to announce
that In order to have a formal style, you need to think about the layout of your letter and the language you use. In this
lesson, you will learn some helpful tips for writing business letters.
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