


Who was the letter from?

Letters

Think about a time when you received a letter…

What was the letter about?

Did you reply to the letter? 



Letter Writing

Letters can be sorted into two categories; formal and informal writing.

Formal letters are sent to someone you don't know well. They can be sent 
for a number of different reasons, including making a complaint or 
organising an appointment. They are set out in a formal way.

Informal letters are sent to 

someone you know. You might 

send someone a thank you 

card or a postcard when you 

are on holiday.



What is Formal and Informal 
Language?

Formal language is used in situations that are serious, or that involve 
people we don’t know well.

Informal language is used 

when you talk to your 

friends and family.



Formal Letters

Address in the top right hand corner

Date underneath the address

Paragraphs using formal language

A formal ending to the letter

Signature and name of the sender



Formal or Informal?
555, Bretton Road,

Worthington,
Drimskell
DR12 5YH

Dear Santa,

I am writing to explain my situation. My mum and dad have told me 
that I am not allowed to stay awake on Christmas Eve in order to wait 
for you to arrive. 

I am now 7 years old and I feel that I am old enough to decide my own 
bedtime routine. I know that you may be visiting my house late at night, 
but I feel that it is important that I meet you.

Yours sincerely,

Lillibet

Aged 7 years and 2 months
AnswerFormal



Formal or Informal?

AnswerInformal


