
WRITING A BUSINESS LETTER SAMPLE UK

May 15, I covered writing US business letters, but I know we have a number of readers in the United Kingdom too â€“ or
readers who might want to write.

Too informal, doesn't follow letter-writing conventions. Otherwise use yours sincerely. Good luck! Smith, Dr.
It may also be worth highlighting the punctuation used here, i. This creates a need for the conventional
letter-writing language which may be 'missing' from their current knowledge. Used when you have signed the
letter and wish to add something else. Used when you are including other documents with your letter. Martin
Cummins on May 18, am P. In British English, if the name of the person is used, e. Understand your reader
well enough to anticipate how he or she will react when reading your letter. This stage could also be done
individually for homework if time is short. Andy on May 16, am Old school here. This is particularly true if
the correspondence contains formal or sensitive information. Thank you in advance on March 21, am This was
very helpful, thank you very very very much! Ensure your spelling and grammar are perfect. Or, try
highlighting a few words in the text. Address his or her needs or wishes, or a specific problem, and then
outline your solution. Hopefully they note the sarcasm! Just select the type and click the arrow to the right of
the Font Color button, choose the color you want, then click the button. Write the full date on the left hand
side before you begin writing the letter. Don't help them too much at this stage - the idea is that students write
the best letter they are capable of using their existing language resources. But I will use both addresses on the
left if the letter is copied or using cut and paste. Students choose a situation from Worksheet 3, brainstorm in
pairs, and select appropriate language from their own letter and Worksheet 2. Cristian names should not be
used in a business letter, which is always formal. Now that you've learned the secrets of writing an effective
business letter, you're ready to start composing. Endings Dear Anonymous â€” faithfully Dear Amos â€”
sincerely. If my English teacher could see what has happened in the electronic age he would be firing
[black]board rubbers erasers to those cousins in USA! Elicit some of the kinds of things they will need to
change to make it more formal vocabulary, sentence structure, layout, paragraphing, greeting and close. Dear
Mr. If you wish to remove the highlighting, select the text and click the Highlight button again. Much obliged,
Christopher Kazim on June 19, pm In British English, as in French, abbreviations whose first letter is the first
letter of the affected word and whose second letter is the last letter of the affected word do not take a full stop
after the second letter.


