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How to write a formal letter
Knowing how to write a formal letter is a very important life skill.
Although a lot of our day-to-day written communication is by email, text message or social media, there are many times you will still need to write a formal letter: to apply for your dream job, make a formal complaint, communicate with companies or customers, or even write to your local Member of Parliament.
In order to do this successfully, you need to know the rules and conventions of writing a formal letter so that you create the right impression.
Learn how to write a formal letter using the correct layout and language
Purpose
When writing a formal letter, you need to remain focused on your purpose. Why you are writing the letter should be clear. The reader should be left in no doubt about what it is you are trying to achieve. As such, your letter needs to be precise and to the point.
Think about the purpose of your letter and include all the relevant details to help the reader understand the reason for your writing and respond when required. For example:
· In a job application, include some specific details about why you are an ideal candidate for the role.
· In a letter of complaint, include a formal, matter-of-fact summary of what has happened to prompt your complaint, with details such as names, locations and dates if necessary.
· In a letter to a customer, explain clearly why you are contacting them with details of the services you can or have provided and what it is that they need to do next in order to proceed.
Tone and language
When writing a formal letter, the tone you create is very important and getting it right can sometimes be difficult.
You need to think carefully about the range and type of language you choose to use. In a formal letter, the aim is to sound businesslike and professional by avoiding any words or phrases that seem casual or chatty, whilst using a range of appropriate vocabulary.
You may need to be firm but it is essential you remain polite throughout, avoiding emotive language where you can.
Layout and structure
There is a standard way to structure a formal letter that needs to be followed. This can be broken down into three sections:
· Address and date
· Beginning and ending
· Paragraphing
Addresses and date
The address and date should always be at the top of your letter. 
They should be laid out in this way:
· Your full address, including postcode, should be underneath this (using separate lines for each new line of your address).
· Your email address should then be immediately underneath this.
· The date (writing the month and year in full) should immediately follow beneath this.
· They should be in the top-right corner of the page, aligned to the right.
For example:
The recipient’s name and address should be below this, aligned on the left hand side of the page.
Start activity

Beginning and ending your letter
Beginning:
Most formal letters will start with ‘Dear’ before the name of the person that you are writing to. You can choose to use first name and surname, or title and surname. However, if you don't know the name of the person you are writing to, you must use ‘Dear Sir or Madam,’.
Whichever way you begin your letter, it must be followed with a comma.
Your opening sentence, which needs to be on a new line, should then clearly state why you are writing the letter - get to the point straight away.
Ending:
How you sign off will depend on how you started your letter. Here are the rules you must follow:
· If you used someone’s name at the start, end with ‘Yours sincerely,’
· If you used ‘Dear Sir or Madam’ instead, end with ‘Yours faithfully,’

