
 

Début (formel) Début (Informel) 

Dear Sir / Dear Madam, 

Dear Mr Jones / Dear Mrs Smith 

Dear Editor, 

Hello, Hi! 

Dear Mark, 

My dear Mark, 

Dear all, 

My darling Julie, 

Commencer une lettre (formel) Commencer une lettre (informelle) 

I am… 

I am writing to express my worries / my hopes / my 

concern about… 

I wish to draw your attention to… 

Sorry for answering so late, but I… 

It’s such a long time since we’ve been in touch, that I 

felt I must write to say hello. 

I’m writing to tell you… 

After all this time, I thought I would drop a line. 
If you don’t know the person you’re writing to: 
I’m... . I’m sending you this letter because… 

Prendre conge (formel) Prendre conge (informel) 

I’m looking forward to your answer. 

Please contact me if you need any further details.  

I’ve got to go now. 

That’s all for now. 

I’m looking forward to seeing you soon / to hearing from 

you soon. 

Conclure (très formel) Conclure (informel) 

Yours truly, 

Yours faithfully, 

Sincerely yours, 

Best wishes (un peu formel) 

Love (familier) 

Lots of love from… (plus affectueux) 

S  I  G  N  A T  U  R  E 

 


