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EXPRESSIONS FOR WRITING LETTERS

REMEMBER:

Inaformd letter,

= avoid contractions when possible

for example: | am ingeadof +m

»  Usethe present smple instead of the present continuous when possible

for example: | look forward to our meeting instead of +am-locking-forward—
» Usethe conditiona

for example: | would like to visit your farm instead of wantto-visit-yourfarm

» Uselesscolloquid English

for example: I'm really interested instead of {-am-mestinterested

= Congtruct indirect, impersonal sentences

for example: It would be agoodidea. .. indeadof hink-it's-agoodidea—-:

USEFUL EXPRESSIONS:

Could you please. . .

| would be mogt grateful if you could. . .
Pease find enclosed a check for . . .

| enclosemy CV.

I look forward to hearing from you soon.

FORMAL OR INFORMAL LETTER ?
THE FOLLOWING EXPRESSIONS ARRANGED ACCORDING TO THEIR DEGREE OF FORMALITY

more formal less formal
| anoloaize for the ddav in renlvina to vour letter I'm terriblv sorrv not to have written sooner but . . .
| would be mogt arateful if vou could . . . It would be niceif vou could . . .

I'd be arateful if vou could . . .
Thank vou for vour letter of 15 Januarv. Thanks for vour last |etter.

Would it be nossible to telenhone me as soon as Phone me as soon as nossible.

Would it be convenient if | arrived a 7 n.m.” Would it bedriaht if | cameat 7 n.m.7

| look forward to hearina from vou soon. I'm lookina forward to hearina from vou soon.

| would verv much aporeciate an earlv reolv. Please renlv auicklv

| reauest a promot replv.

| look forward to meetina vou a vour earliest L ookina forward to aettina toaether acain soon.
Mav | suacest that we. . . It would beaaood ideato. . .

| rearet that | am unable to attend. Unfortunatelv. | won't be able to come.

Unfortunatelv. | will not be able to attend
It would aive me areat nleasure to attend I'd be hapnv to attend
| will send dl the details. I'll let vou know dl the detalls




