
Defining Formal vs Informal Writing Styles
Formal
 
Formal writing is written for an audience you do not know on a personal level. It is often the main style in academic writing (unless otherwise noted) and is more complex than informal writing. Formal writing is serious.
 
 
Informal
 
Informal writing consists of short sentences and is used in more personal settings, such as writing a letter to a friend or writing a diary entry. It is much more relaxed than formal writing.
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Which Style is Appropriate?
Knowing the difference between formal and informal writing is only half the battle. The other important aspect is knowing which to use. Here are some examples of when you would use formal vs informal writing.
 
 
Use Formal Writing When:
· Writing professionally (reaching out to a client or prospect)
· Academic writings (essays, research papers, etc.)
· Job applications (resume writing, CVs, and cover letters)
· Reaching out to someone you do not know
 
Use Informal Writing When:
· Writing to a friend
· Sharing a story or writing a personal blog
· Writing creatively
· Instructed to do so (if in school)
· Writing dialogue and conversations
· Writing an outline
If you are unsure of whether to use informal or formal writing, it’s generally the rule of thumb to start out writing formally. Then, when you make the connection and you see how the other side responds, you can ease up on the formality.
 
 
Key Features of Formal vs. Informal Writing
While the above gives a simple overview of the differences and uses of each style, let’s take a deeper look into what each style entails. That way, it should become more obvious how to recognize and structure each.
 
 
Formal writing tends to include the following:
· Long and complex sentences: Sentences tend to be compound and contain commas to link two ideas or use transitions like “Furthermore” and “To exemplify,”
· Does not use contractions: Would use “cannot” instead of “can’t”
· Objective: Does not offer personal opinions
· Doesn’t use colloquial language: You won’t see any slang or common everyday vocabulary
· Diverse vocabulary words: Vocabulary is of a higher level
· Use of words that are subject-specific: For example, if you are writing about biology, you’d use words like “epithelial cells” instead of “skin cells”
· Use of third person: Does not use first person pronouns like “I” or “me”
 

