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A formal email

In a formal email you write to a person in an official role (for example,
an employee at a company) for a particular purpose (for example, to make
an enquiry).
Example task: Write an email to Mrs Addie Longman, director of
your local sports stadium, asking for permission for your school’s
sports club to use the stadium for this years sports day.
A Get ideas
® Think about why you are writing. For example, to find out information
(what?), to apply for a job (which?), etc.
® Make notes of key things to include (e.g. statements or questions to ask).
B Plan

* Organize your ideas into paragraphs. Use a new paragraph for each new
main idea. For example:

] Greeting (Dear ... )

Paragraph 1 Why you are writing

Paragraphs 2-3 | Your main ideas or queries

Final paragraph | What you would like to happen next (e.q. / ook forward to
hearing from you.)

| Closing expression (e.g. Best regards, Yours sincerely, etc.)

¢ Now think about layout. Formal emails do not need to include any
addresses or dates. However, if you are writing a formal letter, you
usually include addresses and dates at the top like this:

Your address
The address of the person you are writing to The date

C Write

always include a
name if you are

I8l the president of Bankside High's sports club and

given one arrangements for thlS year ‘s sports
use a range day. |§ oL C | of

of tenses and Bankside Stadium for aschool s sports day this s summer.
structures

A5 the football field at the school is not large enough for
the event, we are interested in hosting the event out of the
school. Bankside Stadium WouldiBEided o5 it has all the

organize your ties necessary.

ideas with —

sequencers The sports day [IEEEERE during the first week in June
use modal verbs and will last from 9 a.m. to around 4 pm, !wm!d be gratefu
to make polite if you could let me know [EIRESISHINR S EENTE to the
requests sports club for this event.

use an appropriate  FRally, couid you possibly inform me of the cost of hiring

closing expression  the stadium, if it is available?

to match the == : - ! ,

greeting Please contact me if you require any further information,
Kind regards,

Kim Lee

Useful language

Greetings and endings
If you know their name:
Dear Mr/ Mrs / Miss / Ms (+ surname),
Yours sincerely, (your full name)
If you do not know their name:
Dear Sir or Madam,
Yours faithfully, (your full name)
You can end formal emails with:
Best wishes, (your full name)
(Best / Kind) regards, (your full name) (use
with either greeting)
Giving a reason for writing
I'am writing to enquire about / apply for /
complain about ...
.. which | read about in ...
.. which was advertised in ...
.. which | purchased (from) ...
Polite requests
Could you (possibly) ... ?
[ would fike to know more about ...
Would it be possible to ... ?
I would be grateful if you could ...

Adding and sequencing ideas

In addition, ... Moreover, ...
Furthermore, ...  Firstof all, ...
Firstly, ... Secondly, ...
Finally, ...

including other documents

I have attached (email) / enclosed (letter)
a CV/ photo / sample of work for your
reference.

Next stages

Please contact me if you require any
further information.

I look forward to hearing from you.

Thank you in advance for your help.

J formal emails’

" Use appropriate greetings and

closing expressions.

¢ Use full forms (/ am) not short forms
('m).

v Use indirect structures to sound more
polite.

¢ Use formal structures, expressions and
linkers, and avoid chatty, colloguial
language.




In a formal email you write to a person in an official role (for
example, an employee at a company) for a particular purpose
(for example, to make an enquiry).

Example task: Write a formal email to Mr Colin Blackwell,
Head of Customer Services, to complain about a product you
have bought online recently and ask for your money back.

* Think about why you are writing. For example, to find out
information (what?), to apply for a job (which?), etc.

* Make notes of key things to include (e.g. statements or
questions to ask).

Organize your ideas into paragraphs. Use a new paragraph for
each new main idea. For example:

Greeting (Dear ...)

Paragraph 1 Why you are writing

Paragraphs 2-3  Your main ideas and questions
Final paragraph What you would like to happen next (e.g. ]
look forward to hearing from you.)
Closing expression (e.g. Best regards, Yours
sincerely, etc.)
i . ———
plivzys nniude ;.. Dear MECISCENEIE
apameifyod 3 ,
i,f & given gne j | am writing to complain about a games console
.. which | bought recently from your online store.
Uee arange . - Athough | set up the console using the instructions
. i :
oftensesand ' incjuded, it did not work properly. As aresult, | called
structures

your helpline and spoke with one of your technicians
who asked me to send the console back to be

Organize your © v
" tested. He explained that the company had been

ideas with :

sequencers experiencing problems with the specific model and
. 1 that if they could not repair it, they would replace it.

uUse formal- i : ) )

Verbs and, | received the replacement this morning and | have

atternpted to set it up. However, the new console
1 does not work either. | have also

Use modal the helpline agam but | have not been able to get
1 _through.

varbs to make .
Therefore, | would hke you to refund my money as|i

expressions

polite reguests : -

lse an have lost confidence in this product. 1leok forward -
appropriate - to hearing from you. ’

tlosing 5 Yours sincerely,

SEPFESSIOn. ¢ Jan Krakowicz

lo'match the

areeting

attempted to call

Dear Mr/ Mrs / Miss / Ms (+ surname)
i Yours smcerely, (your full name) P
~ If you do not know their name

) Dear Sir or Madam :
~“Yours faithfully, (your full name)
~ You can end formal emails wrth

| (Best / Kmd) regards, (your fun name) (use
wuth elther greetmg) G

lemg a reason for wntmg

‘ Iwas wondenng ifit would be possrble

In addltlon “Moreover, ..
Furtherrnore, Firstly, / First ofall, .
- Secondly, .....” " Finally, ...

- ’Greetmgs and endmgs Pl g

~If you know the:r name

- Best wishes, (your full name)

I am writing to enquwe about / apply for/
complam about ..
.. which L read about in..
.. which was advertrsed in.

Pollte requests

Iwould like to know more about ...
Would you be able to ..
Iwould be grateful if you could

Addmg and sequencing ldeas

Induding other ddturnents

I have attached a CV / photo / sample of
~ work for your reference

Next stages

Please contact me if you requrre any
further mformatnon By, i

Iook fon/vard to hearing from you

Thank you in advance for your help.

v Use appropriate greetings and closing
expressions,

v Use full forms (I am) not short forms (I'm).

v Use indirect structures to sound more
polite,

v Use formal structures, expressions and
linkers.
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In a formal email you write to a person in an official role (for
example, an employee at a company) for a particular purpose
(for example, to make an enquiry).

Example task: Write a formal email to Mr Colin Blackwell,
Head of Customer Services, to complain about a product you
have bought online recently and ask for your money back.

* Think about why you are writing. For example, to find out
information (what?), to apply for a job (which?), etc.

+ Make notes of key things to include (e.g. statements or
questions to ask).

s 4}
Organize your ideas into paragraphs. Use a new paragraph for
each new main idea. For example:

Greeting (Dear ...)

Paragraph 1 Why you are writing

Paragraphs 2-3  Your main ideas and questions

Final paragraph What you would like to happen next (e.g. !
look forward to hearing from you.)
Closing expression (e.g. Best regards, Yours
sincerely, etc.)

— - oo T 1 1 e 1 ST e BB s
AlaySInclide Dear iSRS ‘
Atamejfyeu S

e ¢ lamwriting to complain about a games console

P which [ bought recently from your online store.
Usearange ¢ Ajthough | set up the console using the instructions
oftensesand - oy ded, it did not work properly. As aresult, | called
structures your helpline and spoke with one of your technicians

Organize your ;- Who asked me to send the console back to be

i R e s et

ideas with tested. He explained that the odmpany had been
sequencers experiencing problems with the specific model and
* thatif they could not repair it, they would replace it.
Use forma! . B .
\erbs and. : I received the replacement this morning and | have
i attempted to set it up. However, the new console
expressions . T
" “does not work either. | have also atteripied to call
Use modal the helpline again, but | have not been able to get

verbs to make through

polite requests,zé Therefore I would like you to refund my money as |

Lse an *" have lost confidence in this product. | look forward
appropriate -, tohearing from you.

closing Yours sincersty.

exprassion

lomatch the +
areeting

Jan Krakowicz,

e

Greetmgs and endmgs

- Dear Mr/ Mrs / Miss / Ms (+ surname) ik
n Yours smcerely, {your full name)

Yours faithfully, (your full name)
" You can end formal emarls with:

- (Best / Kind) regards, (your full name) (use
| wuth elther greetmg)

Giving a reason for, wrltmg

Pollte requests

* Iwas wondering if it wou!d be possrble
~ Twould like to know more about ...
 Would you be able to ... 7

- Tlook forward to hearing from you.

If you know their name Ly

If you do not know the;r name: “
Dear Sir or Madam, :

‘Best vwshes (your full name)

I am writing to enqunre about / apply for /
! complam about ..
.- which I read about in.
wh|ch was advertlsed in..

- Twould be grateful if you couild ...
Addlng and sequencmg ldeas

~In addmon Moreover
Furthermore . Firstly, / Fnrst of all
. Secondly, - CFinally, ...

Including other documents

I have attached a CV / photo / sample of
work for your reference.

Please contact me If you requn'e any
further information,

Thank you in advance for your help.

v Use appropriate greetings and closing
expressions,

v Use full forms (I am) not short forms (I'm).

v Use indirect structures to sound more
polite.

v Use formal structures, expressions and
linkers.
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