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10 Baldwyn Gardens
Ealing
London W5 8PR

8 August
Dear Sir or Madam'

I am writing? in response to® your advertisement about job
opportunities for graduates*. | have just completed a degree in
Economics at Durham University, and 1 would be grateful if you
could® send me further details® of the graduate training schemes you
mention. | am available’ for interview at any time.

I look forward to hearing from you.®
Yours faithfully’

Nicele Direws '

Nicole Drew

! use this beginning if you don’t know the person’s name

2 This is a common way to start a letter.

3 in reply to

4 people with a university degree

3 this is slightly more polite/formal than Please could you ...

¢ information about something (plural noun)

‘ free

8 This sentence is often used to close a letter when you expect a reply.

9 Use this ending if you don’t know the name of the person you are writing to. If you know the
name, end the letter with Yours sincerely, or Kind regards.

10 Writing your name like this in a particular way is a signature. It is normal at the end of a formal
letter to sign your name first [write your signature], and then print it, e.g. Nicole Drew.

Useful words and phrases

Thank you for your letter regarding [about] the damage to your vehicle.

I regret to inform you [I am sorry to say] that your application [official request for something]
has not been successful.

I am pleased to inform you that your application has been successful. [I am happy to say]

I am writing to enquire about English courses at your school. [ask about]

You will need to confirm the booking in writing. [write to say that the booking is certain]
We would like to thank you for offering your support. [say thank you for offering your help]
We would like to apologise for [say sorry for] the delay [when something arrives later than
expected]. OR Please accept our apologies for the delay.

I enclose a cheque for £100. [I am sending a cheque for £100 in the same envelope as this letter.]
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98.3

98.4

Exercises

Correct seven more mistakes
in the letter. Dear sif Sit or Madame

1 write with response to your advertisement fcr trainees
in yesterday’s newspaper, and I would be greatful if you
could send me further detail.

Ilook forward to hear from you.
Kind regards,

Michael RLdleg

Michael Ridley

Finish the sentences.

2 If you would like more information, you ask for further
3 A common way of closing a letter is I look forward
4 If you don’t know the person you are writing to, you end YOurs .........cr
5 If you know the name of the person, you can end Yours ...

6 Another way of ending a letter is Kind ...
7 At the end of the letter you also write your

Rewrite the phrases and sentences in more formal English, starting with the words given.
Keep a similar meaning.

1 Thanks for the letter about the fire. Thank you for your letter .regarding the. fire...
2 I'm sorry to tell you ... I

3 I'm happy to tell you ... Iam

4 Are you free on Wednesday? Are you

5 I want to ask about the dates of the course. I would like to

6 We want to say sorry for the delay. Please accept

7 Please send me the details. I would be

8 Could you say that’s definite in a letter? Could you

9 I'm sending a copy of my CV. I

Complete the letter.

' Pear ... MrWikinson,

| am o e e in3. . .to your letter of 10 February “.......eummminne
the dellvery of the Maxwell dmlng table and four chairs that you orderad.

In the middle of January there was a fire at the factory and it had to close down for almost a
week. The recent heavy snow has caused further problems, and coming so soon after the busy
Christmnas period, we 5............. .............. to inform you that there are é.................... ... of Up to
four weeks on most orders.

We promise to do everything we can to speed up deliveries, but in the meantime we would like

107 e ..., ToOT the obvious inconvenience this has caused.

Yours & oo

James Porter

James Porter
Customer services manager
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m Informal emails and letters

Ar email 1.5 P —— ; R =
1 We can begin an informal email ! = e e

or letter with Hi Beth, Hello Beth,
or Dear Beth.

oG
Subject Thanks

2 a funny person Hi' Beth

3 planni intending t
pranning of infenciag to Just a quick message to thank you for dinner last

night. Absolutely delicious, as always, and | really
enjoyed meeting your friend Alice. She’s a laugh?,
isn’t she?

* make contact, e.g. by phone, email or
text

5 want (to see) infrml

6 say hello to Conrad from me; also send
my regards to Conrad. With family I'm hoping to® get tickets for the film festival next

mem Pers and very close friends we also week, so I’ll be in touch* to see if there’s anything
say give/send my love to. .
you fancy?® seeing.

7 again, as before (here it is used to say

thank you one more time) Give my regards to® Conrad when he gets back
8 We can end an informal email/letter to from Poland, and once again’, thanks for last night.
a close friend or family member with .
Love or Lots of love. We also often use Love
Best wishes or All the best when we Sophie

end a letter or email to a friend.

2 Dane! Street
Bath BAl ZPH

baar E’ob

T knew if's agzs' since” T last got i fouch, but
T wanfed to let you know” that T'm hoping fo
spend a few days in Birmingfiam in fao weeks’
time' - actually® just before your birthday. T
thought we could g fogef‘hw" and go out for

a meal. And if it's OK with you, perhaps Mark Lanquage help
cou/dJoin us' as well. We can use actually to give nore
exact information, as in the letter (syn
Ahycmyj3 it would be great fo see you. If you in fact). We also usc it a yreat dcal in
hav&h'?‘gor‘ rry mobile rumber S\ spoken English to say something
; which is surprising or different from
268024 what you expect, e.g. He looks italiat,

but actually he's not. (Synin fact)
Actually does not mean at the

Sean mament, e.q. The land is currently for
sate [NOT The land is actuatty lor sale).

Best wishes,

! a long time 5 (see Language help)

2 from a time in the past until now 6 meet for a social reason

3 tell you 7 come with us

* two weeks from now # used to change the subject or end a conversation/letter
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99.3

Exercises

Find five more phrases using words from the box.

m give be once best let in to again you
week’s toweh my a regards time wishes know

be._in_touch

Write these phrases in different ways. The phrases can be similar but don’t repeat exactly
the same words.

1 Hello Julie o P, Julie

2 Hello Mark Mark

3 Give my love to Patricia Patricia
4 Love, Trudie , Trudie
5 Best wishes, Sam , Sam

Rewrite the sentences using the word in capitals. Keep a similar meaning.

1 Do you want to come with us? JOIN Do you want to .join. us?
2 Do you want to go? FANCY Do you

3 I'’ll write soon. TOUCH ri

4 It looks new, but actually it isn’t. FACT It looks new, but

5 Ill tell you as soon as possible. LET Tl

6 I’m going three weeks from now. N I’'m going

7 Jamie is very funny. LAUGH Jamie is

8 Let’s meet for lunch. GET Let’s

9 I haven’t written for ages. SINCE It’s

Complete the email with words from the box.

toueh join fact together hoping 1n
let since give ages actually anyway

] fnbox New (g Reply ‘g Replyalt g Forward X Delate g lunk om @ $ ©
2 1k
« Dptions
Lrafts
':&t Dear Gilberto
nage felasr I haven’t been in ' touch for 2 — I'm sorry about
that, I 3 , Pve been really busy ... I last wrote
because I've got a new job in TV — 5. its with the BBC. 'm doing
research for various documentary programmes and 'm ... togo
, t0 Brazil ..o three months’ time. If so, 'll obviously get in touch.
It would be great if we could get 8. , and maybe Filipe could

us if he's free.

........................................ , 'l write again soon. | hope things are going well with you,
........................................ me know when the baby arrives. And, of course,

........................................ my love to Teresa.

All the best,
Jonny
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M Abbreviations

n Letters or words?

Most abbreviations are spoken as individual letters.
EU European Union

UN  United Nations

PM Prime Minister

MP  Member of Parliament

BBC  British Broadcasting Corporation

ID identification, e.g. Do you have an ID card?
PC personal computer

Ccv curriculum vitae [a history of your job experience]
IN Internet Service Provider

Occasionally abbreviations are spoken as words, e.g. AIDS /e1dz/ and PIN /pin/ [personal
identification number, especially used with a bank/credit card]

Language help

We use the verb stand for to-ask about the meaning of an abbreviatien.

A: What does EU stand for?
B: European Union.

Written forms only
Some abbreviations are written forms only, but pronounced as full words.
Mr Scott [mister Scott] St Mark’s Church [Saint Mark’s Church]

Mrs Bryant [misses Bryant] Dean St [Dean Street]
Dr Chapman [doctor Chapman]

! !

Abbreviations as part of the language
Some abbreviations (from Latin) are used as part of the language.

| abbreviation

pronunciation meaning

/et 'setara/ and so on
/ix'd3ziz/

| far'i:!

et cetera

for example

exempli gratia

id est that’s to say / in other words

‘ Shartened words

Some common English words can be shortened, especially in spoken English. In some
cases, the shorter form is more common and the full form sounds quite formal, e.g.
refrigerator, influenza, gymnasium and veterinary surgeon.

phone (telephone) fridge (refrigerator)

maths (mathematics) exam (examination)

board (blackboard) plane (aeroplane)

case (suitcase) photo (photograph)

ad/advert (advertisement) flu (influenza) [illness like a cold but more serious]
gym (gymnasium) lab (laboratory) [special room where scientists work]
bike (bicycle) sales rep [sales representative; syn salesperson|
TV/telly (television) vet (veterinary surgeon)

paper (newspaper)
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100.1

100.2

100.3

Exercises

Are these sentences correct or incorrect? If a sentence is incorrect, change it to make it correct.
1 ISP stands for Internet Service Player. .Incorreck. It's. Internet, Service Provider.

2 BBC stands for British Broadcasting Company.
3 MP stands for Minister of Parliament.
4 PC stands for personal computer.
5 UN stands for Unified Nations.

6 ID stands for identification.
7 CV stands for curricular vitae.

What abbreviations in written English are often used for these words or phrases?

1 Mister 01 5 in other Words ..o,
2 for example ..o 6 SaIint  e——
3 and SO 0N e 7 DOCtOr e
4 Street s

Rewrite this note,
making it more

. . Lke

informal by using maths

short forms where Olly had 3 mathematies examination this aftemoon and ten had to
el take s bieycie 10 #he repar enop, 60 he' probably be & bit it home.

You ean wateh felevision while you're waiting for im, and please hep
yorsett 10 anything in the refrigerator. 1+ there’s a problem — for
exampEe, if Doctor Brown rings about the infuenza vaceination, my
teephone numter is next to the photographs on the dining room tabie.
I should be home. myself by about five.

Pam (Oily's mum) '

100.4  Complete the sentences with suitable words, shortened words or abbreviations.

100.5

1 It was a warm day, so I put the milk and butter in the ridge oo .

2 He didn’t want to walk, so he went on his ...rrreccerren

3 If you go to Medlterranean islands, Sardlrua or Corsica, it’s a good idea
to hire a car.

4 If you want to apply for the job, you’ll need to send your ... with a letter
of application.

5 The dog was sick, so we had to take her to the ...
6 In that shop on the corner you can get books, pens, writing paper, ........................................ '
7 Itook my large bag with me on the plane, but I didn’t have a ...
8 When I sold my CDs, I put an ... in the paper and had three replles the
same day.
9 If you use the cashpoint, remember you’ll need your ... number.
10 What does MP ...ermssrsessnn for?

11 We did some experiments in the chemiStry ......oocoeeeesee. .
12 My uncle is a sales ....mrrcrnren .

Here are some more abbreviations. What does each one stand for, and where will you
see them?
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