Different expressions for writing:

· formal letters (to institutions or companies), 
· informal letters (to friends/ emails to colleagues)
	
	Formal letter
	Email/ Informal letter

	Opening

Reference

Thanks

Enclosed

Asking for help

Offering help

Closing remark

Finishing 
	Dear Sir/ Madam

Dear Sirs

With reference to….

Thank you for…

Please find enclosed…

I would be grateful if you could…

I would be pleased to…

I look forward to hearing from you.

Yours faithfully,

Yours sincerely,
	Dear Nadia/ Hi Nadia

(Email: appears in subject box)

I am writing to…

Thanks for…

Attached is/ are…

Please find attached…

Could/can you…?

I’ll be pleased to…

I’d be glad to…

Looking forward to hearing from you soon.

Kindest/best regards,

Yours,








