
I. La présentation : Pour rédiger une lettre formelle, les règles sont strictes adoptez la présentation d’usage .
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II. Le contenu :

· Attention au langage : Il doit être soutenu :  Pas de langage familier et aucune contraction ( isn’t , doesn’t, can’t sont interdits).Soignez votre expression et utilisez un vocabulaire aussi riche que possible. Pensez aux mots de liaisons qui mettront en avant la logique de votre pensée.
Le premier paragraphe : Il est court et décrit l’objet, le but de votre lettre. (une demande, une plainte etc…)
With reference to your advertisement in the Times/your letter of 23 rd March/
your phone call today…
Thank you for your letter of March 5 th…

I am writing to inquire about/apologize for/confim…

Les paragraphes suivants  : Ils donnent des informations détaillées sur la cause, les circonstances, la motivation de votre lettre.

Unfortunately ,I am afraid that..                                                                                                       I must tell you that…
The reason is that…
What you must understand/bear in mind is that… 

…consequently/as a result/as a consequence/…
 Le dernier paragraphe : Décrit quelles actions vous attendez du destinataire.(ex : Vous envoyer des informations, vous accorder un rendez-vous, un dédommagement etc…) 
Could you possibly…? 
I would be grateful if you could…

Si vous ajoutez des documents à votre lettre :

I am enclosing 
Please find enclosed 
Enclosed you will find

Terminez le paragraphe :

Thank you for your help 

Please contact us again if we can help in any way/ there are any problems/you have any questions.

I look forward to ...hearing from you soon/meeting you next Tuesday.
III. les abbréviations utilisées dans une lettre formelle :
· asap = as soon as possible 

· cc = carbon copy (when you send a copy of a letter to more than one person, you use this abbreviation to let them know) 

· enc. = enclosure (when you include other papers with your letter) 

· ps = postscript (when you want to add something after you've finished and signed it) 

· pto (informal) = please turn over (to make sure that the other person knows the letter continues on the other side of the page) 

· RSVP = please reply 

How to Write Formal Letter  :

300 words example.

                                                                                                                           12, Kenmore Road
                                                                                                                                      Littletown
                                                                                                                                       LT12 9BH CBS PRIMETIME                                                                                                                   England
7800 Beverly Boulevard 
Los Angeles
CA. 90036                                                                                    1st December 2008
Dear Sir/Madam,
I am writing with regard to your advertisement requesting of volunteers to take part in the next edition of your survivor programme, which I have been watching for the last three seasons.I do not usually tend to fight for things I do not believe deeply in. This is why I am applying for this programme, because I truly think of myself as the kind of person you are looking for in order to give once again the programme the excitement and addiction it has achieved through the years. 

Since I have always travelled to the poorest areas of the planet where your security relies only on your own survival skills, I feel capable of adapting to the conditions set on your programme, even to the TV cameras. Although I am an adventurous person who will never be afraid of your risky games - at least none has scared me to the point that I would hesitate to participate in the reality show - I always avoid risking my groups security. It is always important to stop and think of your actions and evaluate the possible consequences, specially when, as in your programme, you are not alone and decisions must be taken for the whole group. 

Being sociable is the strongest characteristic I have to be chosen from all the contestants.Referring to the three things I would be allowed to take, I would like to take a family photograph which means much to me and gives me energy when depressed, a jack-knife because I think it may be quite useful for everyone in many cases and, finally, a pen and a diary in order to narrate everything that happens daily.

I would be grateful if you were so nice as to give me the opportunity to learn from the unique challenge your programme offers its contestant. Please find enclosed my photograph and résumé.

I am looking forward to hearing from you and am available for interview whenever you might request it.

Yours faithfully
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              Thomas Edison

Votre adresse ou celle de l’expéditeur (the return address) : l’adresse de l’expéditeur se trouve dans le coin en haut à droite de la lettre.





L’adresse du destinataire (the inside adress) : à gauche, plus bas que l’adresse de l’expéditeur.





La date


6th March, 2006   ou   6 March 2006 (UK)


March 6th 2006     ou   March 6 2006 (US)


Elle peut aussi se trouver à gauche.





Salutation ( salutation or greeting) :


Dear Sir or Madam,


Si vous ignorez le nom du destinataire


Dear Mr Jenkins,


Si vous connnaissez le nom du destinataire, utilisez le titre ((Mr, Mrs, Miss or Ms, Dr, etc.) et le nom de famille.








 Yours Faithfully�Si vous ignorez le nom du destinataire                Yours Sincerely�Si vous le connaissez.








Votre signature :


Signez votre nom et réécrivez le sous la signature.�





Texte entièrement aligné à gauche. Ne faites pas d’alinéa quand vous commencez un nouveau paragraphe. 








