Useful Language  

for Formal Writing
	
	Letters requesting information (formal)

	Opening remarks
	I am writing to inquire about \  in connection with

	To introduce first request
	Could you possibly send\   I would be grateful if you could\  

Would it be possible for you to tell\  send me

	To introduce further request
	Could you also send me\  I would also like some information about

	Closing remarks
	I look forward to receiving\   I would appreciate it if you could inform me as soon as possible

	
	Letters giving  information (formal)

	Opening remarks
	I am writing in reply to your letter asking for information about/ I am writing to inform you ..

	Closing remarks
	I hope I have answered some of your questions\ I hope that I have been of some assistance to you

	
	Letters of complaint (formal)

	Opening remarks
	I am writing in connection with\ to complain about… I am writing to draw your attention to…which…\  I want to express my strong dissatisfaction with…  

	Closing remarks
	I hope you will replace\ I insist on\ I demand a full refund\ an immediate replacement\ I hope I will not be forced to take legal(further) action…

	
	Letters of apology (formal) 

	Opening remarks
	I am writing to apologise for\ I must apologise for\ please accept my sincerest apologies for

	Closing remarks
	I hope you will accept my apologies\ Once again my sincerest apologies 

	
	Letters of invitation (formal)

	Opening remarks
	You are invited to attend\ Your presence would be appreciated at

	Closing remarks
	We would be grateful if you could

	Directions
	In case you don’t know the way, I’ll give you some directions\ I have included some directions

	
	Letters accepting an invitation( formal)

	Opening remarks
	I am writing to thank you for the kind invitation/ Thank you for the kind invitation

	Closing remarks
	I look forward to seeing you

	
	Letters refusing invitation( formal) 

	Opening remarks
	We thank you for your recent invitation to…but

	Closing remarks
	I am sorry to miss the opportunity of…\ I hope we will have the opportunity to meet

	
	Letters of application ( formal)

	Opening remarks
	I am writing to apply for the position of… \ I am writing with the regard of your advertisement  which I saw advertised in…

	Reference to Experiene
	For the last year \past years… I have been working as…\ I have had experience of \ Two years ago I was employed as…

	Closing remarks
	I would appreciate a reply at your earliest convenience\ I enclose my CV and I would be  glad to attend an interview at any time convenient to you

	
	Letters to the editor (formal)

	Opening remarks
	I am writing to express my approval\ disapproval of\  I am writing about…

	To state your opinion
	In my opinion, I (do not)feel, believe\ think…  I am totally opposed to\ in favour of… I strongly agree\ disagree with…

	To express consequences\ results
	Therefore\ this would mean \ As  a result\  if we do this\ Clearly

	To list your points
	Firstly | first of all\ Secondly | furthermore\ What is more\ Lastly\ Finally/

	To end your letter
	I hope my comments \ suggestions would be taken into consideration \ I hope the government\ local \ council\ we will| I hope something will be done about this…

	
	Assessment and proposal report (formal)

	To start the report
	The purpose \ aim of this report is to assess\ this report was carried out to assess

	To contrast points
	However, Although, despite\ But\ While\ Even though

	To express difference
	It may seem\  On the surface\ Apparently

	To end 
	To sum up \ All in all\ In conclusion\ In spite of the (dis) advantages\ On the whole

	
	Survey report (formal)

	To introduce
	The purpose of\ aim of this report is…\ This survey was carried out…

	To generalise
	In general\ generally

	To introduce other opinions
	Many people consider\ Some people argue\ believe\ claim…

	To conclude
	In conclusion\ All things considered

	
	Reviews

	Background
	This well-written\ informative\ fascinating book\ This film, story is set in\ The film\ book tells the story of\ This book\novel was written by…\this film is directed by\ It is a comedy\horror film\ love story

	Main points of the plot
	The plot focuses on\ The story begins\ is about\ The plot is (rather) boring, thrilling\ The plot has an unexpected twist\

	General comments
	It is rather long\ confusing \ slow\  The cast is excellent \ weak\ unconvincing\ The script is dull\ exiting clever, It is tragic\ surprising\ dramatic

	Recommendations
	Don’t miss it , it will change the way you see\ It is worth seeing\ I would not recommend it because\ I highly recommend\ It is bound to be a box-office hit, Wait until it comes out on the video\ It is highly entertaining read\It is a bore to read

	
	For and against  essays 

	To introduce points
	One major (dis)advantage of …\  A further advantage…\ One point of view in favour of\against\ Some people are against… The main\ most important advantage \ drawbackof…

	To list points
	In the first place\ First of all\ To start\ begin with\ Besides\ Secondly\ Finally\ The last, but not the least\ Apart from this\ 


	To add more points
	What is more\ Furthermore\In addition to this\ Besides\ Apart from this\ that


	To contrast points
	On the other hand, However\ In spite of\ While\ Nevertheless\ Despite\ Even though\ Although\ It can be argued that\ Opponents of this view say\As  opposed to the above ideas

	To introduce examples
	Foe example\ for instance\ like\ especially\ such as\ in particular

	To conclude   
	To sum up\ all in all\ All things considered\ Taking everything into account\ consideration\

	
	Opinion Essays

	To express opinion
	I believe\ To my mind\ I think\ I feel\ I completely (dis) agree that\ I am totally against\The way I see it\ As far as I am concerned\ It seems\ appears to me that

	
	Providing solutions to problems essays  

	To introduce suggestions
	One way to\ Another solution would be\ Another way to…would be\ Steps\ Measures should be taken to solve\ deal with…\ A useful suggestion would be to…\ The situation could be approved if\to…\ It would be a good idea if\ to…\ It would help if you\ we…

	To express cause
	Because of\ owing to…\  Due to the fact that\ for this reason

	To express effect
	By doing this, you would\ If… , the result would be\ The effect\ consequence\ result of… would be\ thus, therefore, as a result\ So…\ in this way.\   

	To express reality
	In fact\ as a matter of fact\ actually\ in practice…

	To emphasise what you say
	Obviously\ clearly\ needless to say\ in particular
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