Plan for a formal letter

Sender

Your address (do not write your own name here).

Don’t forget to add "The Netherlands".
Addressee

Name + address (here: of fanclub)

Don’t forget to add the country (here: "Britain").
Date

The date can be written in a number of ways:

( January 1st
( 2nd February

( March 3

( 14 May

Do not write “the seventh of August” or “June the 8th”, even though this is what we say. Do not only use numbers. 

In Great Britain 7/9/01 = 7 September.

In the USA 7/9/01 = 9 July.

How to begin

If you don’t know the name of the person you are writing to, choose from: 

( Dear Sir/Madam, Dear Sir, or Dear Madam.

If you do, choose from: 

( Dear Mr or Mrs or Ms + surname.

Never use both first name + surname!

If you have asked for something, you can end by writing:

( I am looking forward to your (early) reply.

( I am looking forward to hearing from you (soon).

( Awaiting your reply.

( Many thanks in advance.

How to end

There are a number of choices:

( Yours faithfully (if the letter opens: Dear Sir, or Dear Madam, or Dear Sir/Madam.

(Yours sincerely (if you write: Dear + surname).

Common in America: 

(Yours truly, / Sincerely yours, / Very truly yours.

Your signature.

Your name in simple, legible (e.g. block) letters.

