
Writing 

letters



Objectives:

• to identify difference 

between formal and 

informal letters

• to learn letter 

formats and letter 

writing strategies

• to produce own 

letters

Objectives:



What is a 

letter?

A letter is a written 

message that can be 

handwritten or printed on 

paper.



Letters

Formal Informal



Formal 

letter:

A formal letter is a letter, 

written in formal language, 

in the stipulated format, for 

official purpose.



Informal 

letter: 

A letter written 

in an friendly 

manner, to 

someone you 

are familiar 

with, is called 

informal letter.









 Activity on formal letter

You need to arrange the boxes below to make a 

formal letter to thank a hotel for an excellent holiday. 

Some boxes contain the main body of the letter 

whereas others contain the formatting. Your final 

letter should contain three paragraphs.







,
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Conclusion

So, before start writing letter, first of all, you 

should identify, Who is your recipient? If you are 

having a professional relationship with the 

recipient, then you should go for a formal letter, 

whereas if the recipient is someone very close 

to you or you know the recipient well, then the 

informal letter is the right choice for you.











Answer techniques
It is important to remember that questions of this type test 

both reading and writing skills and that very often the marks 

allotted to the reading elements are greater than those allotted 

to writing. 

When approaching a task such as this, you should 

ensure that you have a clear understanding of the precise 

details on which you should focus in the original passage. If the 

questions contains bullet points (●- dot symbol)  indicating key 

topics /see Exercise 1 above/ than it is good idea to use the 

bullet points in structuring your response.



Answer techniques
Questions such as question 1 require you to adopt a 

persona (in this case, that of a visitor to San Francisco) and 

provide you with a genre for writing (a friendly letter) and an 

audience to whom your writing should be addressed (an older 

sister).

 Remember, the letter is to a close relative so you will be 

expected to adopt an informal tone and use appropriate 

salutation and valediction. However, you should also keep 

in mind that you need to show your ability to write accurately 

and clearly in English in English, so your letter should not be  

so full of colloquial expressions.



Answer techniques

It is also highly unlikely that you will be 

required to put an address at the top of your 

letter but will simply be instructed to begin your 

letter with ’Dear Sister…’ or something similar.



Persona: 

The role or character 

adopted by an author. 

Informal tone: 

Writing that is close to 

colloquial expression.



Salutation: 

The words used at the 

beginning of a letter to 

address the person being 

written to, e.g. Dear Nanny…

Valediction: 

The words used to sign off a 

letter, e.g. Yours sincerely, 

Yours faithfully.



Good luck!


