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Formal Le�er 

Useful Language

Addressing & Opening
Formal Greeting:

Dear Mr/Mrs/Ms [Surname],

Dear Sir or Madam, (if unknown)

Opening:
I am writing to...

I am writing with regard to...

I am writing in response to...

Main Content
Making Requests:

I would be grateful if you could...

I would appreciate it if...

Giving Information:

I would like to inform you that...

Please note that...

Complaining:

I am writing to complain about...

I am disappointed with...

Closing
Closing Remarks:

I look forward to hearing from you.

Thank you for your attention to this matter.

Sign Off:

Yours sincerely, (if name known)

Yours faithfully, (if name unknown)

 

Criteria

Tone: Formal and polite throughout.

Style:Clear, respectful and professional.

      Use complete sentences.

Coherence: Well-organized with proper 

         letter format and logical flow.

Accuracy: Correct grammar, spelling, 

      and formal register are essential.

 

Header & Greeting

Paragraphs 2,3,4

Ending

• Formal greeting

• State purpose clearly

• One topic per paragraph

• Clear and organized points

• Provide relevant details

• Maintain formal tone

• Polite closing statement

• Appropriate sign-off

• Your name and signature

Structure


