
EXAMPLE





BASIC STRUCTURE OF A LETTER:



Why do we write formal letters
Usually:

- to give and receive information ( per dare e ricevere informazioni)
- to make a request
- to invite
- to complain

How to address people in a formal letter
most commonly used words:

​ - Gentile o Egregio for people - Gentilissimo (Gent.mo/a)
​ - . Signore: (Sign.) = Mr
​ - Signora : (Sign.ra.)= Mrs
​ -Spettabile (abbreviato in Spett.le) for companies and Institutions
​ -Dottoressa o Dottore (abbreviati in Dott.ssa o Dott.) for professionals with a University degree
​ - Onorevole (On.) e Senatore (Sen.) for politicians
​ - S.E. (Sua Eccellenza)for cardinal or bishops
​ - Cavaliere (Cac) - someone who has been Knighted but the President of Republic
​ - Ingegnere (Ing.)
​ - Avvocato (Avv,)
​ -Architetto (Arch.)
​ - Professore (Prof.) Professoressa (Prof.ssa)
​ - Ragioniere (Rag.) - accountant



HOW IS THE CONTENT OF A FORMAL LETTER ORGANIZED







POLITE FORM IN FORMAL LETTERS: YOU CANNOT USE TU but LEI



TO REPLY TO A FORMAL LETTER, YOU CAN WRITE
THE NUMBER OF PROTOCOL OF THE LETTER YOU
ARE ANSWERING TO



Formal

IN ITALY SOME INSTITUTIONS COULD NOT ACCEPT A NORMAL EMAIL: IN ORDER TO HAVE A LEGAL VALUE, YOU NEED TO USE A

PEC : POSTA ELETTRONICA CERTIFICATA


