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Formal Letters

1. Introducing the purpose of the letter:
| am writing to bring to your attention/notify you of + Noun Phrase.

2. Expressing gratitude in a formal manner:
| would like to express my sincere gratitude for + Noun Phrase.

3. Requesting action in a polite manner:
| kindly request that you take appropriate action regarding + Noun Phrase.

4. Apologizing formally:
| would like to apologize for any inconvenience caused by + Noun Phrase.

5. Offering assistance or cooperation:
Please do not hesitate to contact me if you require any further information.

6. Making a formal complaint:
| am writing to express my dissatisfaction with regards to + Noun Phrase.

7. Confirming details or arrangements:
| am writing to confirm the details/arrangements for + Noun Phrase.

8. Referring to previous communication:
With reference to our previous correspondence/meeting + Noun Phrase.

9. Conveying important information:
It is important to note that + Noun Phrase.

10. Ending with a courteous closing:
Thank you for your attention to this matter.

Yours faithfully, Your Name
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Semi-formal Letters

1. Starting with a polite greeting:
Dear [Recipient's Namel],

2. Expressing the purpose of writing:
| am writing to inquire about/bring to your attention + Noun Phrase.

3. Providing background information:
| would like to give you some context regarding + Noun Phrase.

4. Making a request in a respectful manner:
| would appreciate it if you could kindly + Noun Phrase.

5. Offering help or assistance:
If there's anything | can do to assist you with this matter, please let me know.

6. Referring to shared interests or experiences:
As someone who has experience in [relevant field], | thought | could offer some insights on...

7. Showing understanding or empathy:
| understand the challenges you may be facing with + Noun Phrase.

8. Expressing concern or appreciation:
| am concerned about... / | appreciate your efforts in + Noun Phrase.

9. Proposing a solution or action:
| suggest that we consider + Gerund.

10. Ending with a courteous closing:
Thank you for considering my request.

Kind regards, Your Name
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Informal Letters

1. Starting with a friendly greeting:
Hi [Recipient's Name],

2. Asking about well-being:
| hope you're doing well/having a great time.

3. Sharing updates or news:
| wanted to let you know that + Relative Clause.

4. Inviting to an event or gathering:
I'd like to invite you to join us for + Noun Phrase.

5. Expressing excitement or enthusiasm:
| can't wait to hear about + Noun Phrase.

6. Offering congratulations:
Congratulations on your + Noun Phrase.

7. Recommending something:
| thought you might enjoy/like to try + Noun Phrase.

8. Expressing appreciation:
Thank you so much for + Noun Phrase.

9. Making plans or suggestions:
We should definitely plan to + Noun Phrase.

10. Ending with a warm closing + Your Name:
Take care/Best wishes/Lots of love, Your Name




Tenses

Past Simple

Past Continuous

Past Perfect

Past Perfect Continuous
Present Simple

Present Continuous
Present Perfect

Present Perfect Continuous

Future Simple
¢ for spontaneous decisions

¢ for plans and intentions
Future Continuous
Future Perfect

Future Perfect Continuous

Tenses

Active Voice

S+V2+0

S + was/were + V~ing + O
S+had+V3+0

S + had been + V~ing + O
S+V1+0

S +is/am/are + V~ing + O
S + has/have + V3 + 0O

S + has/have been + V~ing + O

S+will+V1+0

S + is/am/are + going to + V1 + O
S + will be + V~ing + O

S +willhave + V3 + 0

S + will have been + V~ing + O

Passive Voice

S + was/were + V3 + 0O

S + was/were + being + V3 + O
S+had + been +V3 +0

S + had been + being + V3 + O*
S +is/am/are + V3 + O

S + is/am/are + being + V3 + O
S + has/have + been + V3 + O

S + has/have been + being + V3 + O*

S +willbe+V3+0

S + will be + being + V3 + O*

S + will have been + V3 + O

S + will have been + being + V3 + O*

*These are not commonly used
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Wormr D
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