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WRITING LETTERS

When writing formal letters we use the following conventions:

· put our own address in the top right corner (starting a bit further on from the middle of the page width.);

· the various components that make up your address are written directly below each other and all having the same starting position;

· leave an open line and then write the date in full (Example: 13 March 2006 or 13th March 2006) directly below your address;

· put the address of the person or instituion that you are writing to on the left of the page next to the margin and on the line following the date;

· start with  
 Dear Sir / Madam, 
or   Mr John Smith

(Mr = male, married or single over the legal age limit)

or   Mrs Katherine Newman
(Mrs = female, married)

or   Miss Patricia Francis
(Miss = female, unmarried)

or   Ms Janet Evergreen
(Ms = female, married, divorced or single; used when 

                                         we don’t know or this is not relevant / important)

· Do not use contractions. 

Write: I am …    not I’m … ; We are … not We’re … ; That is … not That’s …

· Use polite expressions such as –

I would like …      Could you …?        Please, …        Thanking-you …

· Conclude your letter with expressions such as –

I await your reply …        I look forward to receiving your reply …

· Sign off the letter in the following manner –
1) if you began with Dear Sir / Madam 
sign off with -

Yours faithfully,

(your signature) and

 your name        next to the left margin;


2)   if you began with Dear Mr / Mrs / Miss / Ms ….
sign off with –

Yours sincerely,

(your signature) and

 your name        next to the left margin.

Formal letter
Rua Gabriel Silva Meneses, Nº 56 – 3º Esq                                                                                                                                                                                                                              Tovim de Cima

3565-766  Coimbra

Portugal                                                                      

13 March 2006

The Registrar
Blackpool University

736 Upton Road

Blackpool BPL 31 UK

England

Dear Sir / Madam

I am in my final year of a Bachelor of Arts degree at the University of Oporto, Portugal. My major is History. I have always been very interested in history, especially ancient Roman culture.

Recently I came across a brochure from your university. In it your university advertises a course “Ancient history through to modern times” at both Honours and Masters levels.
The information provided is very general. I would like to obtain further information about these courses:

· what is the application procedure;

· numbers of years of study;

· tuition fees;

· what are the periods of history covered; and
· is an entrance exam required to prove my proficiency of the English language (For example, the IELTS exam).

Thanking-you for your time, I await your reply to my above address or to my e-mail 
inbox  filipe.amor90@clix.pt .

Yours faithfully

Filipe Amor

When writing informal letters we use the following conventions:

· put our own address in the top right corner (starting a bit further on from the middle of the page width.);

· the various components that make up your address are written directly below each other and all having the same starting position;

· leave an open line and then write the date in full, abbreviated or using digits (Example: 
24 September 2004 or 24th September 2004 (in full); 

      

24 Sept 2004 (abbreviated); or

     

24-09-2004   or  24-09-04 (using digits)) 

directly below your address;

· start with   Dear ___________, and put a comma after the name of the person to whom the letter is addressed (The addressee)
· The address of the addressee (person to whom the letter is sent – Ricardo) doesn’t appear in the letter.  It only appears on the front of the envelope in which the letter is placed and duly mailed through one of the postal services available. 

· Use contractions. 

Write: I’m …    not  I am … ;    We’re … not  We are … ;  It’s  … not  It is …

· To start use expressions such as –

Hoping all is well with …                      It was good to hear from you …      

After receiving your lovely letter …         

· To change the subject use expressions such as –

Anyway …                                By the way  …                   Did you know that …?

· Conclude your letter with expressions such as –

I must go now …                      That’s all for now …            I’ll write again soon …

Write back soon …

· End off the letter in the following manner –
Lots of love,

and  your name    next to the left margin;   
Love,

and  your name    next to the left margin;   
Best wishes,

and  your name    next to the left margin;   
or

Regards,

and  your name    next to the left margin.

Informal letter
Avenida D. Pedro II,  Nº 431 – 3º Centro                                                                                                                                                                                                                              Lugar do Touro

2565-887  Aveiro

Portugal                                                                      

24-09-2004                                

Dear Ricardo,

Hoping that all is well with you, your girlfriend and baby Pedro. Are you still working at  uncle António’s take away? Back home, we are all fine! Mum and dad are getting a bit old and grumpy … they miss you. We have a new member of the family – no, our sister Joana didn’t get married nor is she pregnant and expecting a baby. Remember our dog, Pluto, he has got a companion given to us by dad’s boss. Her name is Fanci.

Anyway I wish to ask you for some advice since you’re my big brother. I moved school at the beginning of this academic year. It has been difficult to adjust and make true friends. The other boys in my class are always teasing me about my glasses. Last week one of them pulled my chair from underneath me as I was preparing to sit down. I fell and everyone in the class laughed … and my teacher also laughed ! 

What must I do? Should I join them in the rough physical games they prefer or continue to be myself and read books during break-time? I can’t tell mum or dad about this. If I speak to Joana she will split on me …
Write back soon. I must go now, it’s bedtime (10.30 pm).
Best wishes
Antoninho



















































