BBNAN02300: Essay Writing 1

Spring 2015

HW: Formal Letter (Elements of Formal Style)
Deadline: 19 February

1. Address. Discuss the appropriacy of the following addresses.

· [nothing]

· Dear Sir,

· Dear Sir or Madam,

2. Impressive start. Revise the following opening sentences of two motivation letters.

· I am writing because I would like to apply for the English-German teacher position in your school for the next semester.

· I’m writing this letter to apply for the project leader’s job you intend to fill in.

3. The following sentences are obviously verbose. Shorten them (omit everything that is redundant).

· I apply for this job, because I think it will fit to me, and I also would like to begin teaching students and give them my knowledge.

· Also I’m sure that my experience in leading similar projects and my ability to supervise even a large number of subordinates make me fit for the job.

4. Grammar. Correct the grammatical errors.

· I live two month long in the USA.
· During my time in abroad, I had experienced a lot.

· I got to know about how average people life.

· These are important informations.

· I am looking forward to meet you in person.

· […] an engineering marvel like this, a monument to greatness of mankind such magnitude

5. Colloquial turns. What would be the precise and formal equivalent of the following expressions in the neutral and formal style?

· I get my certificate

· This also important for students, not just the grammar

· I am looking forward to hearing of you

· I’m sure

