FORMAL LETTER- LIST OFICJALNY

1. Pamietaj o 5 elementach formy:
e Zwrot rozpoczynajgcy- Dear Sir or Madam

e Wstep- w ktdrym wyjasniamy w jakim celu piszemy list (I am
writing to.....)

* Rozwiniecie
e Zakonczenie (I look forward to hearing from you etc.)
* Zwrot konczacy- Yours faithfully

2. W listach formalnych nie uzywamy form skréconych oraz jezyka
potocznego

3. Pytania bezposrednie zastgp pytaniami posrednimi:
-How much does the ticket cost?
| would like to know how much the ticket costs.
Wykorzystaj nastepujgce zwroty:

* | would like to ask

* | would like to know

* | would be grateful if you could

* Itis not clear to me

* | wonder

* Could you tell me etc.



I. LIST Z PROSBA O INFORMACIE
Przydatne zwroty:

* | am writing in connection with

| am writing to request

e | am writing to ask/enquire about

* |aminterested in

* | have read/found/seen your advertisement in
* | would like to know more details concerning
* | would like to ask for further information

* | have been looking for .......cccceevvveeneenne. and that is why |
found your advertisement very interesting

| look forward to hearing from you

| look forward to your answer

Przyktadowe polecenie:

Chcesz kupi¢ dom lub mieszkanie w Wielkiej Brytanii. Znajdujesz w
gazecie ogtoszenie o nieruchomosci, ktdra cie interesuje. Napisz list
do agencji, ktéra je zamiescita.

* Okresl gdzie znalaztes ogtoszenie i dlaczego cie zainteresowato

* Okresl rodzaj nieruchomosci i zapytaj o odlegtos¢ od srodkow
komunikacji miejskiej i sklepéw

e Zapytaj o co najmniej dwa interesujgce cie elementy
wyposazenia



e Zapytaj o mozliwos$¢ uprawiania sportu w okolicy i popros o
szybkg odpowiedz.

Dear Sir or Madam,

| am writing in connection with the article which | saw in “Time”
newspaper last Friday. | would like to buy a house and | am
interested in your advertisement.

| would like to ask for further information concerning the
detached house you offer . It is not clear to me if the house is near a
bus stop or an underground station. | would also like to know how far
it is from the nearest shop. | would be grateful if you could tell me if
there is a garden. | also wonder if the house is furnished and
equipped. | am an active person and | would like to know if there is
the access to any sport facilities in the area.

| would be grateful if you could reply as fast as possible. | am
looking forward to your answer.

Yours faithfully,

XYZ (147 stéw)



