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When writing your own address, it is of course quite correct to place commas at the ends of lines, if you wish.
If you are expecting a response from a business correspondent, you can close with esperando su respuesta.
Formal endings A la espera de sus prontas noticias, le saluda atentamente, Sin otro particular, le saluda
atentamente, Le saluda atentamente,. As is common in English, the salutation is typically followed by a
comma. This short closing line is followed by a short ending, like the ones below: Atentamente, - Sincerely,
Cordialmente, - Cordially, Un cordial saludo, - Best regards, To finish off, sign your name and below write
your name in print and add any relevant information, such as your own position and company. Sin otro
particular, la saludo. Note the use of the colon. Laying out the letter In formal letters if you are writing on a
plain sheet of paper, it is normal to write your name, without title, above your address at the top of the page,
either on the left or the rightâ€”hand side of the sheet. Customs with regards to formal letters may vary from
country to country , but the following guidelines should cover the basics no matter who your recipient may be.
The word literally means "esteemed," but it is understood the same way as "dear" would be in English:
Estimado Sr. Sin otro particular, lo saludo. After you have stated the reason for writing, you can use the next
paragraphs to expand your ideas. In Spanish, it is the rule to follow the greeting with a colon rather than the
comma used in English. Use estimado or estimada instead. It normally is fine to use the courtesy title of Sra.
To a man: Sr. As with any formal text, remember to avoid slang or other informal language, and always
address your audience using usted, the formal form of you. Updated July 22, Whether you're writing a letter to
a Spanish-speaking friend or preparing a formal business letter, the greetings and salutations in this lesson can
help give your letters credibility. Cruz, Estimada Srta. El motivo de mi carta es Modern practice, particularly
in Spain, is to use a limited number of endings and to keep them shorter and less formal than was formerly the
case. The full forms are given for information only and are not normally used in ordinary correspondence. The
place is the town, city, village or other recognizable location. Es totalmente perfecto. That can also be
expanded to le saluda atentamente or les saluda atentamente, depending on whether you're writing to one or
more persons, respectively. The guidelines below will help you write professional Spanish letters, and many of
them can be used to write professional emails in Spanish as well. Medina, 11 de octubre de Note that in
writing the date, the day number is followed by de, which again follows the name of the month. After you've
written down the date, you will want to address the person you are writing to. Use of a comma is seen as an
Anglicism. Mauricio Benitez - Dr. Espero que nos veamos pronto. Nowadays, writing letters is not as common
as it once was, but knowing how to properly write a letter is still a valuable skill in any language. You can
review how to write the date in Spanish here, but the end result will look something like this: Madrid, 12 de
septiembre de Madrid, September 12, Notice how this part is aligned to the right, and keep in mind that
months and days of the week are not capitalized in Spanish. Your signature should follow directly below, as it
would in English.


