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Unit 3 formllettets

3 Read the letter and label the paragraphs with the headings below.

Say what qualifications. experience and personal qualities Steven

has. Do you think he will get the job?

• closing remarks • p•rsonal qualities • job/qualificatiots

• opening remarkstreason(s) for nnting • exp•nence

Dear Mrs Hurter,

With reference to your adverusetnent nnrsdafs
editon of the Star, I am interested in apphng

for the position ot primary school teacher.

I am years old and currently I

have a BSc degree awuded by Glasgow University in

1997. I completed my certificate in Education at

Preston Teacher Traming College in 1998.

I have been working Margate Education

Deparunent sütce 1999. During this ume. I have

S enjoyed a of m.lbjects,
English, General Science and Garnes.

I corsider myself to be and

air. I enjoy workng children and have good

shlls.

I enclose a reference Yom my employer. I
would be grateful if you would consader my

appbcaåon. I am available for interview any weekday

m«ning. I look Erward to hearing from yæ

Yours sincerely,

Steven Py;eg
Steven Davies

Pra I

Pra 4

Para 5

1

2

3

4

5 Fill in the correct form of the

verbs in the list.

study. a mentlyr, graduate,

join. attend. award

I g•aduated from lancers University

in with a first class degree in

Physical Education.

At the moment. I

courses at Southfield College.

After leaving high school, I .

Art at the School of

Finc Art in Paris.

I am keen on sports- I

Barton football club three months

4 Read the letter again and find formal expressions to match the

51 of the local

orchestra, where I play the violin.

6 Iwas a grade A

in Maths.

FORMAL

Forrnal style is charact«ised by use
d:

advanced

formal linking wordsjphrases
however, therefore.

for thß
e.g. I as a

school
informal ones in the table, as in the example.

Informal Stvle

About your advert

I want to apply for

I got my teaching certificate

a job in

I think I'm always on time

I like working with kids

There's a note from my boss

I'd like it if you hired me

rm free to talk to you

Drop me a linc sometime

28

chi&en.
Formal Style

passive voice
With reference adveramnmt eg. I c" be

polite toms whout contr•cüons
e.g. I *0'" be

expressions. g*trasal Serbs,

ic%oms stryt forms are used in
gyle.



6 a) Read the letters below and label the paragraphs with the headings.

• orning uriting • experience, mnonal qualities
• closing remarks • avquahfications • other information

Dear Sir/Madam.

I am writing to apply for the position 01 part-time

shop assistant which was advertised in tus weeks

edition of the FranHun English News.

I am a 16-year-old student In December I paßed the

examination tor the rust Cetücate in English mth

grade A It is my ambition to become a teacher 0t

English. Therefore. employment in an English-

language bookshop particularly appeals to me.

Despite my lack of formal work expenence, I feel dut

I would be well-suited for ere position. For ere

two yeus I have be«r a voumteer helper school

library. In my school report I was described by

librari&l as enthts•astic. &dicated and reliable.

Since the school holidays include the months of July

and August. I will have no other comrnitments and

would be available to work at any time, excluding
Saturdays. for as many hours as needed

I rnay be contacted at the above address, or by
telephone on 435 1708. I look forward to recei•hng a

reply due course.

Yours faithftlly,

Stem Braun

Para I
omting

't•mafks!
reason (s)

Para 2

Pra 3

Para 4

Para 5

b) Compare the two letters. Which onc has an appropriate greeting
and ending? Ihen, underline the phrases in Letter A which mean

the same as the phrases in bold in Letter B. utiich style is more

suitable in a formal letter applying for a job? Why?

c) Read the advertisements below. Which job did Stem apply for?

Hard-working young assistant wanted tor part-time work in a bookshop

during July/August. No sales experience needed. but a good

understanding 01 English is essential.

Apply in writing to Bookwormx

L' large department store seeking ambitious and experienced floor
manager to work on a full time basis. Computer skills an asset.

For more information call J.T. Reeves at 217-3233.

Init 3 formal letters

Dear Manager,

Hi! rve decided to drop you a

about the job you adverused the
Franzun EtgUsh News.

rm a 16-year•old student, and my
English isnt bad. I got A in Le

First Cert:ificate exam! I want to be

an Englsh teacher, so it would be lots
Of to sell English books.

I b&e, rm sue
rd be pod the job. rve helped

in school library for aaw. and
Ebrarian says
to work hard.

31/153I be
August. Weye
then, so I can work any hours you Eke

not Saturdays).

You can get in touch with me at the
above address, or g:ve me a mg

435 1708. Let me know soon:

best.

Stem Braun

7 In which letter in Ex. 6 can you

find each of these features?

label each point as A or B.

I short forms

2 passivc voice

3 a friendly, personal tone

4 everyday urabulaty

5 formal linking words'phrases

6 phrasal verbs or idioms

7 longer. more cunplex

8 advanced vocabulary

9 colloquial expressions

10 a polite, impersonal tone

29



In a rnakng a canpWt. 'Tuy a mild tone, for cornplatnts

ab0LA a toru ccgrvbnts about rue
Younq helpers (18 25) needed in

our summer camp 10 . 14 year

olds. Dunes include helping with

games and other actmties.

Helpers must speak English or

French and be able to work at any

time. includmq Some eveninqs.

from 5th 25th July. Apply in

writinq to Ben Carroll.

1 What skills'qualifications and

personal qualities do think
would help get the Circle
A cncrgctic and sociable
B can drive a

C worked in a sumnw•r canv year

D have worked as a waitress

E like working with children

F g€xxl at

G good cook

H good organiser

I speak English and French

2 Which of the points above refer to
skills, qualifications, experience or
personal qualities?

3 Do you know the person you are
writing to?

4 What is your reason for writing?

S How should you begin and end the

30

rnatt«s. Bpecany ymJ are upset or annoy«l. However. the
ycw sha.lk± rm•et rude itsultitV

In the renwks. you state ycxr complant. irx:ludir"
detae ot what has 

(9rmg) • I 

• I 

In the body 

and where'when the took place.

a

b egress w"'

each of specific gnnts you

Me mrnptarung about. You start a new tor each pant BßtJfy

by $.4ng

e.g • I

In cWrw remarks. you shcxkl explan what you expect to happm
(e.g to be a
e.g. W) I

I be

I be toted me

10 Read the rubric and underline the key words. then answer the

You recentty bought a calculator. but you were given the wrong
model by rustake. When you cornplaned, the shop assistant was
rude to you. Write a letter to the company's complaints department.

the reasons for your dissat1SfEtion and saying what
action you expect the cornpany to take.

Who is going to read your letter?

2 know the person you are writing to?

3 Why are you writing this letter?

4 Would you use a mild tone or a strong tone? Why?

5 What opening and closing remarks would you write?



Il a) Read the letter opposite, and

fill in the gaps with words/
phrases from the list.

but also, fitnhennore. not

only, however, in addition to,

firstly, to make matters wone

b) Read the letter again and
label the paragraphs with
these headings.

• closing remarks

• opening remarks/rason(s)

for wnting

- 1st complaint examples/

• 2nd complaint examples/

• 3rd complaint & examples/

c) Now answer the questions.

t Why is Mrs Adams complaining?

: What are her specific complaints?

Does she justify her complaints? If

so, how does she jtLStify them?

What is Mrs Adams expecting?

Tick ( V)

• A replacement

• A full refund

- The calculator to repaired

An apology

What will Mrs Adams do if she is

not satisfied?

S Has Mrs Adams used a mild or a

strong tone? Underline the words/

phrases that justify your answer.

hit 3 

Dear Sir/Madam.

I am writing to express my diss•tisfaction at the

disgraceful treatment I received at the Walford

branch of Stirnpson's Electronics yesterday afternoon.

the product I was given was not
the model I had asked for. new X—IOI calculator

was demonstrated to me by the sales assistant. and I

agreed to buy it (2) „
unpacking my purchase. I saw that I had gi•ven

the smaller X•201 model instead.

this cak•ulator was

much cheaper than the model I requested and paid

for. It didn't have many of the features I needed

and was much more basic than one I was shown

to begin with.

„ (4) .m . I was deeply offended by

the behaviour of the sales assistant when I went

to the shop to complain. Ile was (5)

impolite, (6) unhelpful. He refused

to contact the manager when I asked to speak to him

about the incident.

As you can imagine. I am extremely upset. I must

insist on a lull refund. (7)

a written apology from the local manager. or else I
shall be forced to take further action. I expect to
hear from you as as

Yours faithfully.

Caroline Adams

letters

Para I

Para 3

Para 5

12 Read the following extracts and say which or them are beginnings (B)

and which are endings What tone has the writer used in each?

I am writing to ayrnplain atxwt the quality of an amliance I recx•ntw

purchased from your company. rndd torr

1 demand an immediate replacement or a full refund, or I shall bc

forced to take the matter further.

I would appreciate it if ttw• faulty appliance ayuld either bc replacvd or

repaired as soon as

I am writing to inform that I was absolutely horrified by the

rudeness of your shop assistants.



Unit 3 formal letters

13 Read the situatins. aNi an•er

the qtrstims that as in
examples.

I A month ago yenj ordered vnne

skiing equipment from a sports shop

and paid by credit card. Although

you asked for it to be sent by courier,

you have received nothing. You

urgently need this equiprnent.

Il You recently bought an air

conditioner which had been

advertised on televisiom On

receiving it. you that it

was nothing like the prexluct shown

in the advertisement.

Ill You tuwe jibt cune back from a

pxkage Ix»liday where ycw were very

disam»inted the lack of

and poor

I Which of the following agnplaints

would you include in each letter?

Write full sentences.

A have already paid —

still not delivered — urgently

need it Letter I

B contrary to advertisement — no

swimming pool — rooms

extremely small — no maid

C model not one advertised — huge

— ugly — dd.-fashioned mo&l

2 Match the opening and closing

remarks, then Sly which letter of

complaint you would them for.

32

Opening remarks

A I wish to express my

with your mai-

or&r service.

B I am writing to expres my

disgust at the facilities and

service offcred by your travel

C I feel I rnwst complain about the

misleading advertisement on

TV' promoting your product.

Closing remarks

I feel completely cheated and

therefore demand a full refund

Of the mney paid to you.

2 I insist that the product be

replaced or else I will be forced

to take further action.

3 Unless I receive the equipment

by the end of this wcck. I will

have no choice but to cancel my

order.

14 Read the situation below and say:

a) who you would address the letter of complaint to;

b) What complaints you would include in the letter: and

O what opening and closing remarks you would write.

You live near a secondary school. Lately you have been disturbed by

noisy children who gather outside your house. playing loud music

and throwing litter into your gardem

15 Join the complaints to their examples/reasons, using

2

3

4

linking words/phrases from the list below, as in the example.

even howrv«, in wite of the fact, nevertheless, although, but

The new game took fifteen minutes to load onto my computer.

The salesman said it would load instantly.

The new wme tc»k fifteen minutes to onto my computer, even though

the salesman said it would load instantö•.

I paid for a set of fwe compact discs. There were only three compact discs

in the box.

The advertisement said the tent was waterproof. Rain u»ntinually dripped

into the tent.

The bicycle was brand new. The chain came off my bicycle the fißt time I

axle it.

The battery went flat after only two hours. •me ilbtructions said it lasted

for sixteen hours.



16 Read the rubric and underline the key words, then answer the

You recently went for a meal at Benny's fast food which
is part of an international chan. Unfortunately. the serv•ce was very
slow and the food was badly cooked. so you cornplæned to the
supervisor. However. he was very rude to you and inststed on your
paying for the meal. You have decided to wnte a letter of compia.nt
to the company's head offce Wnte your letter. explairgng the
reasons for ycnr and sayng what you expect
to do.

What is your reason for

Do you know the personyouare 

writing to?

Would you wse mild or strong

language? Why?

4 How would you begin and end
the letter?

How many main body paragraphs

should you write? What should

the topic of each one be?

6 Read the acWertisement and the

complaints in the bubbles

Then, use thc complaints and

suitable linking wordsphrases to

explain the reasons why you are

1 i had to wait
'5 nunutes to 9tve my
order. It took a further

20 m.nutes for the
food to be

Sé/toc

2

Forur
and the tomatoes

were rotten

complained to the
supervtsor, who tnnsted on my

paying for the meal. When f refused,
he rudely told me to leave.

e.g. I Ihpitethe restaurant's claim offast service, I had to noit

What would you eXFCt the company to do? (e.g. refund, dismiss the

supervisor, improve service, check on quality of food. etc) In which

paragraph would write your demands?

Unil 3 formal lellers

17 These Jnragraphs are mitten in

the wrong st)le. Correct them by

using the gods in the Est. Then,

say which is an opening remark

and which is a closing rtnark

A - as you can imagne - a full refund

• a Mitten • I am extremely

upset • Ifeellamentitledto • I

look fomurd to receiving pur

rotnpt reh

1) I'm sure you can guess 2) I'm

really cross 3) I think I should get

4) all my money back, in addition to

S) a great big "sorry" from the local

manager. 6) Write SOON

B •complained - I am writing to

expess • I was sened my anger

comßete dissatisfaction the

tyhaviour of the supenisor

1) Hi — I want to tell you 2) how
shocked and disgusted I was with
the meal 3) I had last night at the
local branch of Benny's, and 4) how

really furious was at 5) what the
supervisor did when 6) said the
food was horrible

18 Read the rubric in Ex. 16 again.

Write your letter (120-180
words). using your answers

from FAS. 16 and 17 to help you.

You can use the letter in Ex. Il

as a model.
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