How to Write a Formal Letter

· Start by writing your name and address on the right hand side of the page. 

Your name should be written as your title, your initial then your surname, e.g. Miss J Smith.

· Then you need to miss a line and begin your letter with ‘Dear’.

· If you know the name of the person to whom you are writing, you need to begin the letter with ‘Dear’ and then their title and surname e.g. Dear Mrs Jones.

· If you do not know the person to whom you are writing, you need to begin your letter with ‘Dear Sir/Madam.

· You then start writing directly below the comma.

· You must begin a formal letter with a formal phrase e.g. I am writing to… (complain)
· Your letter must have a formal tone throughout. You need to use formal language e.g. regarding instead of about, establishment instead of school.
· In a formal letter, contractions such as ‘can’t’ or           ‘shouldn’t’ are banned. You must use the full words e.g. cannot or should not.
· If you started your letter with ‘Dear Sir/Madam then end your letter with ‘Yours faithfully.’
· If you started your letter with ‘Dear + someone’s title and surname, you need to end the letter with ‘Yours sincerely’. 

· Then sign the letter. Underneath print your title and surname.
