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Formal /S Informal

When you're talking to a percon whom you don't know well, or people whom you recpect and are
higher than you, we use formal language. For example, your boss, your parents, your teacherc,

your colleagues etc.

On the other hand, when you know someone very well and you both are comfortable with each
other, you can uce informal language. For example, your bect friends, your classmates, your

teammates efe.

All rights reserved for www.englishwithnimafar.com



|
- Don't use exclamation marks. (1) | You know that! |
|
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——————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

- Opening/breetings @ Dear Mr/Mrs/Mics/Me + Surname
l ®  Dear Sir/Madam
| . @ Jo whom it may concern (when you don't know who icin

charge.)

| . ®  Thanke for your email regarding..... |
. ® T hope this letter finds you well.

. Reacon/Starting e Tam writing this email to inform you about....
| ' ® T amwriting thic email fo complain about...
® T amwriting to you regarding....

Closing sentences . ® I look forward to hearing from you.
| . ® T look forward to seeing you. |
® [ look forward to meeting you.

o o B L T L T T s T o e e L T T e :

Yours sincerely (For Dear Mr/Mrs/Mics/Me + Surname)
Yours faithfully (For Dear Sir/Madam OR to whom it ,

may concern )
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Mrs - Mics - Me

For women we use:

®  Mrs, when they are married.
®  Mics, When they are not married.
® M, when we dont know if they are married.

Examples:

® Mrs Brown
® Mice Brown

o /MS’ Brown

In Britich Englich after Mr, Mrs, Mics efe. we don't use dots. => Mr Brown - Dr Smi
But in American Englich after Mr. Mrs, Mics efe. we normally use dots => Mr. B
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Complimentary Cloce

Formal Informal
mhdregam{gwlth/ave
8egtregam,g .............................................................................................. CAeerQ/
Ieegpec t M/y .................................................................................................... TM& care ..................................................................................................

These are not equals fo each other. &
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Jransitions

S e !
- Informal . Formal |
| i |
R EEEE———— e |
: But : However :
| i |
!_ ............................................................... |_ ............................................................... |
; Anyways : Neverthelese :
E I
| | |
Al vight | Acceptable |
| | |
| i |
R R —————————— i
= To cum vp : In conclusion :
| i |
T e i
: Also : In addition - Moreover :
R e ;
o . Therefore |

' |
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Thanke For Watching
Make Svre To SUBSCRIBE




