Business letter writing
FAR EASTERN AIRWAYS COMPANY LIMITED

                                                              Regent House, 5th floor,

12 Haymarket, London W1V 5BX

                                                         Fax: 020 7285 9984

                                                     15 February 2006

Mr Roberto Garcia

Universal Imports

28 Whitechapel Court
London E10 7NB

Dear Mr Garcia

I would like to inform you that Roxanna Garbey has been accepted for a position as Passenger Service Agent with Far Eastern Airways at Gatwick Airport.

In order for Roxanna to work at Gatwick, she must have a special pass which would permit her to visit high security areas. She has given your name as a reference. 


I would appreciate if you could complete the enclosed form and return it to us as quickly as possible. She is due to start work with us on 15 March, but can only do so after we receive your reference. 


Thank you for your cooperation. I enclose a stamped addressed envelope.

Yours sincerely,

J.P. Dent

Personnel Manager

Letter writing
I Read the first and last line of four letters. Match the words in the box with the letters.

Hi John!                     Dear Sir or Madam        Dear Ms Eyton         Dear Mum

Yours sincerely,         Love from,                     Best wishes,            Yours faithfully,

John Smith                John                               Pam                          Pam Eyton

1. ……………………………………….

I am writing to enquire whether you have any job vacancies during the summer months.

I look forward to hearing from you.

     ……………………………………….

2. ……………………………………….

I am writing in response to your letter of January 14th.

Please contact my secretary to arrange an appointment.

     ………………………………………. 

3. ……………………………………….

Thanks for your letter and the cheque you sent me.

Take care and keep in touch!

      ……………………………………….

4. ……………………………………….

Just a quick note to say I’ll be able to come to the meeting on Friday.

Let me know whether I need to give anyone a lift nearer the time.

     ……………………………………….  

II Answer the questions.

1. Two letters are formal and two are informal. Which ones are formal?

………………………………………………………………………………………….
2. Which formal beginning do you use when you don’t know the name of the person you’re writing to?

………………………………………………………………………………………….
3. Do you end formal letters with your first name and surname, or only your first name?

………………………………………………………………………………………….
4. Which formal ending do you use when you know the name of the person you’re writing to?

………………………………………………………………………………………….
5. In letter 4, do you think the two correspondents are colleagues or relatives?

………………………………………………………………………………………….
6. In which letter could you also use the endings “All the best” and “Regards”?

………………………………………………………………………………………….
