LAYOUT OF A FORMAL LETTER
	Sender's address
(no name)

	14th November, 2020


	RECEPIENT'S NAME AND ADDRESS

	
Dear Sir or Madam, / Dear Ms Brown (Mr White),


I . INTRODUCTION  (not long; 2-3 sentences)
· Reasons for writing
	II. BODY ( 2-3 paragraphs) 
· Introduce yourself (name, age)
· Fully describe your profile, education, references , personal features, past experience
· Say why you are appropriate for the job

	III. CONCLUSION (short)
· Sum up your point(s),  give final comments



Yours faithfully, / Yours sincerely,/Yours truly,
[bookmark: _GoBack]John Smith


	LANGUAGE:
· No contracted (short ) forms
· Use formal standard English
· If complaining be polite and use »intelligent« language
Keep your sentences precise and get straight to the point.





