
Module: English 

Branch: marketing and banking  

Level: Master one 

                                    Lecture: The formal letter Vs the personal letter 

 

       1-The formal letter is a kind of an official piece of writing when you want to appear serious and in which 

you do not know the other people very well. 

2-The personal letter is a kind of informal piece of writing when you want to convey information, or a 

feeling for people who are closed to you. 

-The formal letter = the administrative letter.  

-The informal letter = the personal letter. 

         ▪The personal (informal)   lettre:          الرسالة الشخصية  

    

                

  

“Greeting opening  

Sentences”   

 

 

 

 

 

                                                                                                                                                      Signature         

                                                                      Closing sentence                                                         

 

 

 

              

                                                                       February 18th.2020 

   Dear Ahmed  

           I’m sorry to hear that you had an accident ________ 

_________________________________________________ 

_________________________________________________ 

_________________________________________________ 

                                                                       Love  

                                                                               Ali  

    

The body of 

the letter 

 

 

 

 

The date 

 

        Ali 

 

 



                      ▪The formal (administrative)  letter :   الرسالة الادارية 

      

 

      

  Practice 01: write a personal letter to your friend telling him, that you cannot attend to the party for 

certain reasons. 

 Practice 02: write an administrative letter to the head department to inform him about changing your 

group. 

Si lhaoues, high school 

Beni morrah Street 

Biskra      

 

 

 

 

 

 

 

         Ali Almir   

El-Amir Abdelkader 

Street, Biskra 

 

 

      

Dear Sir, 

I’m sorry to inform you that _______ 

___________________________________

___________________________________

____________________ 

                                          your sincerely  

                                                     Ali-Almir 

 

 

 

 

The sender adress 

المرسل عنوان   

The receiver 

adress 

عنوان المستقبل  

    

« Greeting 

opening 

sentence » 

Closing sentence 

Signature 
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