Types of letters:

Letter of advice (e. k. nõuandekiri)

Letter of apology (e. k. vabanduskiri)

Letter of application (= cover letter) (e. k. taotluskiri, sooviavalduskiri, kaaskiri)

Letter of complaint (e. k. kaebekiri)

Letter of condolences (e. k. kaastundekiri)
Letter of enquiry (e. k. järelepärimiskiri)

Letter of invitation (e. k. kutse)

Letter of recommendation (e. k. soovituskiri)
Letter of thanks (e. k. tänukiri)
I INFORMAL LETTER (mitteformaalne e. erakiri)

CONTRACTED FORMS (I’m, isn’t, don’t, can’t, etc.) ALLOWED.
Dear Susan,

Thanks for your letter. It was nice to hear how you’ve been.

↓

Write soon!

Love/Best wishes/All the best/Yours,

Pat
II SEMI-FORMAL LETTER (poolformaalne kiri)

CONTRACTED FORMS (I’m, isn’t, don’t, can’t, etc.) FORBIDDEN.
Dear Mr Benton,
(or: Dear Ms Benton)

I am writing to you regarding… / with regard to… / in reply to… / with reference to… / in connection with…
↓

I am looking forward to hearing from you.

Yours sincerely,

Signature

PATRICIA FLEMING

III FORMAL LETTER (formaalne e. ametlik kiri)

CONTRACTED FORMS (I’m, isn’t, don’t, can’t, etc.) FORBIDDEN.
Dear Sir/Madam,
I am writing to you with regard to…, etc.
↓

I am looking forward to your reply.

Yours faithfully,

Signature

PATRICIA FLEMING
· Writing the date:
28 January 2011

(January 28 2011)

(28th January 2011)

(January 28th 2011)
· Start like this:

I am writing...

... regarding/concerning...

... with regard to...

... in response to...

... to apply for... (the position/post of a gardener)

· Finish like this:

I look forward to... /I am looking forward to...

... seeing you soon

... hearing from you

... your reply

· Use indirect questions!

There are infinite ways to make indirect questions. Not all indirect questions are questions at all, rather they are polite statements which encourage some kind of response. Some common polite expressions include:

· Do you happen to know...

· Could you tell me if/whether...

· I would like to know...

· I am wondering...

· I wonder if/whether...

· I wonder if you could tell me.../give me some information...

· Would you mind telling me...

· Do you have any idea...

· I cannot remember if/whether...?
· Would it be possible for you to...?

· Is there any chance you could...?

· I do not suppose you could...
NB! Word order in indirect questions:

Direct: How much is it going to cost?

Indirect: (I would like to know) how much it is going to cost.

SAMPLE LETTERS
Letter of advice

Dear Sir/Madam,

I am writing with regard to the Dankhurst Music Festival, which I attended for the first time this year.

First of all, I would like to congratulate you on a very successful event. I thought that having different stages for different music styles was a particularly good idea. The festival was thoroughly enjoyable and I am planning to attend next year. However, there are several suggestions I would like to make regarding next year’s festival.

I believe that the entrance fee of €40 is too expensive for students. I would like to suggest you introduce a cheaper student rate. Secondly, although the campsite was large enough, there were not enough toilets. I think it is important that more of these are provided. Finally, I noticed that almost all food available in the snack bars contained meat. Since there is an increasing number of people who do not eat meat due to health reasons or personal preferences, I would strongly recommend adding some vegetarian dishes to the menu.
I do hope you take my suggestions into account when organising next year’s event.
Yours faithfully,
Signature
Leslie Parker

(187 words)
Letter of application
Dear Mr Fenton,

I am writing with regard to your advertisement for part-time shop assistants, as advertised in “The Bedford Times” yesterday. I would like to apply for one of the positions, and I would be grateful if you could answer some questions I have about the job.

I am a seventeen-year-old student at Bedford Comprehensive School, where I am currently studying for my A levels. I consider myself to be reliable and honest, and very hard-working.
Although I have never worked in a shop before, I have assisted in my uncle’s restaurant, so I have experience of serving customers and dealing with money.
I wonder if you could tell me on which days I would be expected to work. Unfortunately, I am only available in the evenings and at weekends because of my studies.
If you wish me to attend an interview, or to provide references, please do not hesitate to let me know.

I look forward to hearing from you.

Yours sincerely,

Signature
Angela Watkins
(166 words)
· If you feel that my qualifications meet your requirements, I would appreciate hearing from you soon.

· I am available to attend an interview at your earliest convenience.
· I would be glad to attend an interview at any time convenient for you.
Letter of complaint
6 May 2006

Dear Sir/Madam,

I am writing to complain about my holiday in Thailand provided by your company. I would like to draw your attention to several inaccuracies occurring in your advertisement.

To begin with, the “sandy” beaches were dirty and extremely overcrowded. Secondly, there were no facilities available for snorkelling, as stated in the advertisement.

What is more, we had to wait in a queue for more than an hour to get to the elephant trip. Finally, the advertisement failed to mention that the bicycles needed to be repaired first.

Due to all the above-mentioned inconveniences, I feel that I am entitled to an apology and a compensation.

I look forward to hearing from you soon.

Yours faithfully,

MMets

MARI METS 

(122 words)

Dear Sir/Madam,

I am writing to draw your attention to an unpleasant incident involving myself and one of your members of staff which occurred last week.
I purchased three DVDs from your shop last Monday. Unfortunately, however, on taking them home I found that none of them would play. Naturally, I was very surprised and returned them to the shop at once, intending to ask for a refund.

The assistant who served me was extremely rude. When I tried to explain the situation to her, she refused to accept that the DVDs were faulty and even went as far as to suggest that I had damaged them myself. I can assure you that this was not the case, but even if it had been, the arrogant and aggressive manner of the assistant could in no way be excused.

I assume that you will replace the faulty DVDs, and suggest that you train your staff to deal with the public in an appropriate manner. I trust that you will give this matter your prompt attention.

Yours faithfully,

OMorris

Oswald Morris

(178 words)
Letter of condolences

Dear Mrs Barry,

I was saddened to hear about your mother’s death and I wish to convey my deepest sympathies to you and your family.

Your mother, Mary, will be dearly remembered by me for her warm heart and hospitality.

I know how difficult this is for you. Please let me know if I can help in any way.

You and your family are in my thoughts and prayers.

Yours sincerely,
Signature
Amanda Canning
(73 words)

Letter of enquiry
17 Orchard Rise,

London, NW12.

January 15, 2002

Dear Ms Smith,

I am writing to ask for more information about the ‘Amazonian Adventure’ holiday which I saw advertised in The Mirror.

My sister and I are both university students. We are interested in the holiday, but I would like some additional details.

Firstly, I would like to know more about the living conditions on the holiday. Could you tell me more about the accommodation provided? I am especially interested in finding out if there are any facilities for self-catering.
Secondly, I am slightly worried as I have never been on this kind of holiday before. I wonder whether you could possibly send me information about the diseases and health risks in the Amazon area. I would also be grateful if you could give me information about health and accident insurance.

Thirdly, you say that the price includes everything except certain extras. Could you give me details about what extras there might be?

I look forward to hearing from you.

Yours sincerely,

R. S. Wilson

R. S. WILSON (Ms)

(165 words)

Letter of recommendation
Dear Sir/Madam,

I am writing to you to recommend a friend of mine for the “Teenage Personality of the Year Award“.
As I am a member of the local youth centre, I would like to nominate my friend Dylan McDonald for this award because he is a nice person in every way.

He is in our school council and does a good job there, which everyone can benefit from. He is also a very good friend. Whenever I need help with anything; for example, homework, I can count on him. He hardly ever insults anybody, being a polite young man.

All in all, Dylan is a generous, good-hearted and sporty person and I think he deserves the “Teenage Personality of the Year Award”.

Yours faithfully,
Signature
Jason Sharp
(127 words)
Letter of thanks
Dear Mrs Grigson,

I hope you are keeping well. I am writing to thank you for making my stay such an enjoyable one during the month I was in England. Your kindness is greatly appreciated.
I have many pleasant memories of your hospitality. My room was extremely comfortable and your cooking was first rate. Not only did my stay provide me with an excellent chance to become familiar with English culture and habits, but it also meant that I could practise my English with you and Mr Grigson. I feel I have definitely improved!

There is just one small favour I would like to ask. I accidentally left my diary behind in my room and was wondering if you had found it. If so, would you mind sending it on to my home address? I would be most grateful if you could do this and would, of course, be glad to pay the postage.
Thank you once again for making my stay such a memorable one. I hope we can keep in touch and maybe meet again on my next visit to England.
Yours sincerely,

RShaw

Raymond Shaw
(187 words)
