WRITING LETTERS

1. Read the following statements and decide which are true and which are false.

a. If you begin a letter with the recipient’s name, e.g. Dear Mr Bloggs, you should close it with Yours faithfully.
b. A letter to Jack Spratt would open Dear Mr Jack Spratt.
c. Americans often use the salutation Gentlemen.
d. In both the UK and the USA, 4.5.06 means 4 May 2006.

e. If you are unsure whether a female correspondent is married or single, you should use the term Ms instead of Mrs or Miss.

f. Americans often close letters with Yours truly instead of Yours sincerely/faithfully.
g. British people usually write abbreviated titles, initials, addresses, dates, opening and closing formulae without punctuation.

h. If you don’t know the name of the person you’re writing to, you should write Dear sir.
i. In the UK, it is possible to put a colon after the opening formula e.g. Dear Mr Brown:.

2.  Read this letter from an organisation for foreign law students.


· Suggest what improvements and corrections should be made.

· Write a letter of acceptance and ask for more information or decline the invitation and make your excuses.

Dear Mr. Jonathan Spall

We want to invite you to our yearly dinner on the 3th of february and ask if you would consider to be one of our guesttalkers.

The subject this year is the habeas corpus and we would admire a contribution from your field of expertise. You can eg say us how this has been afflicted by recent english antiterror legislation. Make us know if you are able to assist.

Within you will find a formal invitation to yourself and a guest.

We look forward to hear from you.

Yours faithfully

Elisabeth Dupont
3. Rewrite this “email language” in a more formal register by completing the unfinished sentences below:
a. I’m sorry I didn’t get back to you sooner.
I apologise…

b. Sort out this cock-up ASAP!!
Would you…
c. When can we expect to get the report we asked for?
I am writing to…
d. The other day on the phone we agreed to get together sometime soon – how about Friday?
Further to…
e. It’d be a great help if you could give me any pointers re. the article I’m writing.
I would…
f. Thanks for dealing with our questions so quickly.
We appreciate…

