
WRITING: EMAILS AND LETTERS

Writing emails

When you write an email, you should follow the standard format. Here is a sample email with the 
different components:

a From:   Francisco Paredes

b To:   Arthur Winston

c CC:   Theresa Jennings

d Sent:   24 May 2015 15:53

e Subject:   Job application

f Dear Mr Winston

g
This is to inform you that I am interested in the post of computer programmer advertised in 
the 'Computer World' magazine of 3rd March. I would appreciate it if you could send me 
further details.

h Yours sincerely

i Francisco Paredes

a. Name of the person who sends the email.

b. Name of the person who receives the mail.

c. Carbon copy: another person who will receive a copy of the mail.

d. The date and time of the email

e. Information about the content of the email: it must be short and clear

f. Opening phrase

g. Body of the message

h. Closing phrase

i. Name: very important, do not forget to sign your emails.



Here are some useful phrases for writing emails :

Formal Informal

Opening
Dear Mr / Mrs Winston Hello!, 

Hi, Arthur!

Thanking Thank you for ... Thanks for...

Apologising
We are sorry that you did not 
receive your order. Please 
accept our aopologies

Sorry you didn't receive this before.

Making a request

Could you please send me...
I would be grateful if you could 
send me...
I would appreciated if you 
couls send me...

Can you please send me...?

Asking for information
Could you please provide 
information about the facilities.

Please let me know about the 
facilities.
What facilities are there?

Giving information
We are pleased to inform you 
that...

I'm glad to let you know that...
Please note that...

Giving instructions
For further information, please 
contact our customer service.

Please call our custumer service if 
you need more information.

Final sentence

We look forward to hearing 
from you.
I look forward to meeting you 
next week.

Hope to hear from you.
See you next week!

Closing

Yours sincerely Best regards
Kind regards
Best wishes
All the best
Bye



Writing letters

For formal business communication, people normally write letters, not emails. The advantage is 
that there is a written record of the letter for future reference. It is important that a formal business 
letter is written in the correct style and without grammatical or spelling mistakes. Do not use 
contractions  (I'm, we'd, you'll...).

Here is a sample of a business letter and its components:

a Avinguda Paral·lel, 71
08004 Barcelona

b Mrs Adriana Coffey
Greenville Market Research Consultants
35 West Street
London SW80 4CD

c 23rd September 20015

d Dear Mrs Coffey

e I obtained your name from our University Careers Service. I am looking for employment 
opportunities in market research and I understand that your firm has a policy of recruiting and
training new graduates.

I hope to graduate from Fulwell University with a Bachelor's degree in Buisness Studies in 
June 20015. I am particularly interested in statistical analysis, and this is the subject of a 
special project I have worked on as part of my degree course. I enclose my curriculum vitae, 
which includes information about my project work and previous work experience. I would very
much appreciate it if you could consider me for your scheme.

f Yours sincerely,

g Marta Vives
h Marta Vives

i Enc: Curriculum Vitae

a. Address of the writer (without the name)

b. Name and address of the receiver

c. Date

d. Opening phrase

e. Body of the letter

f.  Closing phrase

g. Signature

h. Name of the writer

j. Documents enclosed (if any)



Here are some useful phrases for writing business letters :

Referring to last contact
With reference to your letter of 4th April...
Thank you for your letter
Following our telephone conversation last week...

Referring to the subject
Regarding the question of...
Regarding your advertisement for...

Explain the purpose
I am writing to ...
I am interested in ...

Referring to enclosures
I am enclosing my curriculum vitae
Enclosed is a copy of...

Requesting action
I would be grateful if you would...
I would appreciated it if you could...

Polite endings
I look forward to hearing from you.
Many thanks for your help in this matter.


