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A Formal Letter

1
Correct the sentences below so that they use parallel forms. 


1.
Do you think that Matthew’s salary is higher than Evan’s?


2.
I promised my parents that I would study harder and to apply to university.


3.
Gail’s favourite pastimes are listening to music and to go to clubs.


4.
My best friend is generous, funny and has talent in art.


5.
We’ll teach you how to use Word and office management.

2
These expressions and sentences are taken from different formal letters. Write where they belong: G (in the greeting), 
O (in the opening remarks), B (in the body), C (in the closing remarks) or S (in the signing off).


......
1.
I would like to apply for the position of …


......
2.
Dear Sir / Madam,


......
3.
I hope that you will consider me for the position. 


......
4.
I feel I am well suited to this position. 


......
5.
I hope to receive your reply in the near future. 


......
6.
Yours sincerely, 


......
7.
I would be happy to come for an interview at any time. 


......
8.
In reply to your advert, …

3
Nadine would like to work as a computer programmer. She wrote the letter below to Jeffrey Austen, the personnel manager at a hi-tech company. Her letter is too informal. Make it more formal by replacing the expressions and sentences in bold with the expressions and sentences below. 


I am enclosing • I hope that you will consider me for the position. • Yours sincerely,
Please let me know when it would be convenient • Dear Mr Austen, • in reply to your advert 
I would like to apply for the position. • I look forward to your reply. • I feel I am well suited to this position.

Hi Jeff! 1. ………………………………………………………………
I am writing to answer your advert 2. ……………………………………………………………… for a computer programmer. I’m keen to give the job a try. 3. ……………………………………………………………… 
I think I’d be great at the job. 4. ……………………………………………………………… I have been studying computer programming at my school for three years and I know several programming languages. Although 
I have no actual job experience, my marks are very high.
I really want you to think about hiring me. 5. ……………………………………………………………… 
I’m sending you 6. ……………………………………………………………… a letter of recommendation 
from my teacher. Tell me when a good time is 7. ……………………………………………………………… 
for you to interview me. 

Write soon! 8. ………………………………………………………………  

Bye, 9. ……………………………………………………………… 

Nadine Woodson
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