
Start a new line for the date.


Leave a line in between


the address of who you 


are writing to and your 


greeting.

                                         Start a new line in between your greeting and the main body.


Start a new line for the date.


Start a new line for the    main body.



Start a new line for your closing.

Closing:


(e.g. Yours sincerely if you know the name of the person or Yours faithfully if you don’t and then your name)





Greeting:


(e.g. Dear and the name of the person you are writing to (Mr/Mrs/Ms Smith or To whom it may concern)





Name and address of the person you are writing to





Date





Your address





Main Body:


This is where you will need to write your letter.





Remember:


Your first paragraph should explain why you are writing the letter.


As this is a formal letter, you need to keep to Standard English (e.g. no slang).


You will need to be polite, but direct. 


Break your letter down into paragraphs. Each paragraph should discuss a single idea. Once you have finished talking about that idea, move on to a new paragraph. You need to leave a line in between each paragraph.


Check your punctuation. Although this is an informal letter, you will still need to use punctuation in the right places.


Think about who you are writing to and adapt your language to suit them. You may use different language to a magazine editor than you would to a potential employer.


Think about why you are being asked to write the letter. Are you being asked to give your opinion on an issue? Are you being asked to give your support for a fundraiser? This will influence the way you will need to write your letter.





Your address





Date





Main Body:


This will be where you write your letter.





Remember:


As this is an informal letter, you can use more informal language.


Informal letters usually discuss more personal issues.


Think about who you are writing to and adapt your language to suit them. You may use different language with a family member than you would a close friend.


Think about why you are being asked to write the letter. Are you trying to persuade your friend/family member to do something? Are you telling them some news? This will influence the way you will write your letter.


Break your letter down into paragraphs. Each paragraph should discuss a single idea. Once you have finished talking about that idea, move on to a new paragraph.


Check your punctuation. Although this is an informal letter, you will still need to use punctuation in the right places.





Greeting:


(e.g. Dear, Hi, Hello and then the person’s name)





Closing:


(e.g. From, Love , Best wishes and then your name)








