
Learning objective 

To identify the features of a formal 

letter.



Formal letters
A formal letter is a letter, written in formal language, in the 

stipulated format, for an official purpose. 

There are a variety of reasons why you might need to write a 

formal letter. These could include making a complaint, a formal 

compliment, questioning a decision, making a travel reservation 

or writing to an employer or a college to apply for a position.

Whatever the reason for writing a letter, you should create the 

right impression. So, just like dressing-up more formally for a 

special occasion, it is a good idea to ‘dress-up’ your words in a 

formal letter, too. This involves following a number of different 

rules and setting a formal tone when you are writing.



Formal letter - example



Main task:

Your final task this week will be to write a formal 

letter to congratulate and thank Captain Tom for all he 

has achieved and for all the ways he has helped our 

country. 

I will post this link on Class Dojo, so that you can find out more 

about this inspirational war veteran. 

https://www.bbc.co.uk/news/uk-england-beds-bucks-herts-

52333127?intlink_from_url=https://www.bbc.co.uk/news/topics

/ckr483q4dwgt/captain-tom-moore&link_location=live-

reporting-story

https://www.bbc.co.uk/news/uk-england-beds-bucks-herts-52333127?intlink_from_url=https://www.bbc.co.uk/news/topics/ckr483q4dwgt/captain-tom-moore&link_location=live-reporting-story


Main task:

• Make sure you write your formal letter, using 

formal language and following the features in 

the example given.

• Use a range of nouns and pronouns to avoid 

repetition.

• Include at least three different expanded 

noun phrases.

• Punctuate your writing accurately.

• Make sure your handwriting is neat.

• Proofread, using a dictionary and a thesaurus.



Extension:

Go to Class Dojo and click on this link to watch a video and 

complete a quiz. 

https://www.bbc.co.uk/bitesize/

topics/zv7fqp3/articles/zkq8hbk

https://www.bbc.co.uk/bitesize/topics/zv7fqp3/articles/zkq8hbk


How did you do 

today? 

What did you 

learn? 

Remember to upload a picture of your 

formal letter to the ‘portfolio’ section 

and keep playing on Skoolbo.


