
English work for year 11 – Writing a formal letter 

Being able to write a formal letter is still very important.  Often, people are asked to write a 

formal letter when applying for jobs as well as a C.V.  There are strict rules about how to 

write them and set them out on the page. 

Have a look at page 2 for an example of a letter.  Read the notes around the letter to learn 

about how to set out a letter correctly. 

 

 

 

Choose one of 

these topics and 

write a formal 

letter about it. 

 

 

 

 

 

Remember to include:  

addresses (you can make these up – they don’t need to be real!) 

the date 

Dear……. – who is the recipient? Who are you writing to? 

An introduction – explain why you are writing. 

A new paragraph for each new idea. 

A conclusion – sum up your points or argument. 

Yours faithfully if you’ve started Dear Sir / Madam, or Yours sincerely if you started with the 

recipient’s name – Dear Mrs Brindle, 

A signature and then your name. 

 

Good luck!  I look forward to reading your letters. 

Mrs Brindle x 

 



 

 

 


