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Formal and informal tone 
You want to go and work in your company’s office overseas. You have written to this office to request 
a transfer, but your colleague has told you that your letter is too informal.  
 
Activity 1 
Underline the parts of the letter below that are too informal. 
 
 

   Hi Mr. Boardman, 

 

   How are you? I want to come and work in your office. There are two pretty good reasons why I want     

   to do this. Number one, I think living in another country would be a fab experience. Number two, I  

   hear your office is a fun place to work – one of my mates worked there for a bit not long ago.  

 

   I’ve got loads of great experience coz I’ve worked in this company for five years already. I reckon I’d     

   be able to bring a lot of know-how with me that could come in pretty handy. I also have lots of other    

   pals doing the same kind of work in other companies in your country so I think that might also be a  

   good help for you guys.   

 

   I’m cool doing whatever you want me to do – I’m not fussy! I really can’t wait to come and work  

   with you. 

 

   Write soon! 

 

   Me. 
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Activity 2 
Rewrite the letter so that it contains the same information, but is written in a more appropriate tone. 
 
 

______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
______________________________________
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______________________________________
______________________________________ 
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KEY 
 
Activity 1 
 
Hi Mr. Boardman, 
 
How are you? I want to come and work in your office. There are two pretty good reasons why I want to 
do this. Number one, I think living in another country would be a fab experience. Number two, I hear 
your office is a fun place to work – one of my mates worked there for a bit not long ago.  
 
I’ve got loads of great experience cos I’ve worked in this company for five years already. I reckon I’d 
be able to bring a lot of know-how with me that could come in pretty handy. I also have lots of other 
pals doing the same kind of work in other companies in your country so I think that might also be a 
good help for you guys. 
 
I’m cool doing whatever you want me to do – I’m not fussy! I really can’t wait to come and work with 
you. 
 
Write soon! 
 
Me. 
 
 
 
Activity 2 
(Suggested answer) 
 
Dear Mr. Boardman, 
 
I would like to request a transfer to come and work in your office. There are two important reasons why 
I would like to do this. Firstly, I think living in another country would be an interesting experience. 
Secondly, I am aware that your office is considered an excellent working environment – a friend of 
mine worked there for some time recently. 
 
I have got lots of solid experience to offer you as I have been working in this company for five years. 
As a result, I believe that I would be able to bring a sound understanding of our work with me which 
would be very useful. I also have lots of contacts working in our field in other companies in your 
country, which may also prove beneficial. 
 
I would be happy to work in whichever departments you require more staff. I very much hope that we 
can organise this transfer and look forward to hearing from you. 
 
Yours sincerely, 
 
[your full name] 
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This worksheet can be used to supplement the following section of Working Abroad: 
 
005 Status – Part 2: Chris’s experience 
http://www.bbclearningenglish.com/business/wab/u5_2_1.shtml 
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