Informal letter-writing

Dear Mr/Mrs/Miss/Ms X

Introduction: ) . .
Salutation and purpose Lines to start the introduction paragraph:

1) It gives me great pleasure to tell you

/ \ that.....

Body: 3) It is high time I write to tell you that....
Discussions and 4) I am writing this letter to inform you,
suggestions Sir, that...
\ / 5) I'm writing this letter to express my
sincere concern about .....

6) This letter is to inform you, Sir, that
the whole issue is.....

7) It is my pleasure, Sir, to present to you
my complaint about....

8) I am deeply honoured, Sir, that I
Yours sincerely, Qould write to make a complaint about../

Dear Ms Smith,

It gives me great pleasure to tell you that Mel Gibson is a famous star all over
the world. T am writing to you to inform you that this star is well known for his
talent at presenting his acts; moreover, everyone loves to watch his films. In
fact, he is an actor that has left a good impression in the minds of his fans.
Frankly speaking, I believe that I have all the knowledge about the history of this
great star. I know all the ins and outs of his life; furthermore, I have seen all his
films and I know all the strategies he uses to impress his fans. He is the right
actor for every situation: he can be as brutal as a monster as in "The Patriot”,
and can be as lively as a child as in "Braveheart”. As a matter of fact, he is one
in @ million.

In my opinion, I am the right person for the job. I have an artistic talent that is
enough to make Mel feel proud of my school; besides, I am highly skilled at
welcoming people. Finally, I say that the choice of any other student will simply
be a square peg in a round hole.

Conclusion:
Hopes and wishes

Yours sincerely,

{Name}
Oct. / Nov.2002




