
Write the name of
the person (if you
know it) and the
address of the
person/company
you are writing to.

Begin Dear Sirl
Madam,ifyou
don'tknow the
name of the person
you're lvriting to.
Begin Dear Mr
Greenl Ms Blackif
you know the name,
Nor Dear*.{*Jehn
Cf€efi.

A FORMAT LETTER

24KingStreet,
London MA 3LF

, Februarylgthnqq

T he C ambridge Lan guage Sch oo I
llSwallow Street
Canbridge
cBs 6uJ
England

' Dear Sir / l4adam',
, I qmwriting to ask forinformation aboutYourlanguags

courses.

' I look toruardto hearingfromyou.

Yours faithfully

Carlos Perez
CARLOS PEREZ

Typical first sentences
Iamwritingto:',i!:;::l?:::i:'#3::1ft ill"rTl,'i';1.'r

make a reservation (for a double room . . . )
complain about (the service I received. . . )
apply for (the job you advertised in English Today).

Typical last sentences
I iottld be very gratefttl if you could send me fitrther information (about . . . )
Could yott please send me an application form?
I enclose (my CV/a colour photograph.)

Write your address.
Don't write your
name.

Write the date
under your address
or above the
address you are
writing to: February
18th, 1999 op. 18th
February 1999.

Put a comma (,)
after the name,
Nor a colon (:).

Finish the letter
Yours faithfully (if
you started with
Dear Sirl Madam) or
Yours sincerely (if
you started with
Dear* name).

Ifyou want to
receive a reply,
write as a final
sentence:
I look forward to
hearingfroffi you.

Write your name in
capital letters.


