
FORMAL LETTERS



FORMAL LETTERS SHOULD HAVE

◈ A PERSONAL, CHATTY STYLE 

◈ SPECIFIC GREETINGS/EINDINGS 

◈ EVERYDAY LANGUAGE

◈ ADVANCED LANGUAGE

◈ SET PHRASES

◈ SHORTS FORMS

◈ USE OF PASSIVE

◈ LOTS OF PHRASAL VERBS/IDIOMS

◈ FORMAL PHRASES

◈ USE OF FULL FORMS



◈ WHO WROTE THE LETTER?

◈ WHY HAS SHE/HE WRITTEN 
THIS?

◈ WHO WILL READ IT?

◈ HOW DOES IT BEGIN/END?



◈ QUALIFICATIONS

◈ OPENING REMARKS 

◈ INTERVIEW DATE/CLOSING 
REMARKS

◈ AGE/REASONS TO GET A 
JOB



1. OPENING REMARKS 

2. AGE/REASONS TO GET A JOB

3. QUALIFICATIONS

4. INTERVIEW DATE/CLOSING 
REMARKS



I AM WRITING TO APPLY FOR

I AM CONSIDERING A CAREER IN
I ALSO HAVE TWO YEARS’ EXPERIENCE 

WORKING AS

WHICH I ENJOYED VERY MUCH
I HAVE A GOOD KNOWLEDGE OF MY 

LOCAL AREA

I WOULD BE AVAILABLE FOR INTERVIEW

I HAVE ENCLOSED A COPY OF MY CV

I LOOK FORWARD TO HEARING 
FROM YOU



◈ EDUCATION

◈ WORK EXPERIENCE

◈ PERSONAL DETAILS

◈ PERSONAL QUALITIES

PERSONAL DETAILS

EDUCATION

WORK EXPERIENCE

PERSONAL QUALITIES



PERSONAL DETAILS

EDUCATION

WORK EXPERIENCE

PERSONAL QUALITIES

ELEANOR JONES

9 GSCEs incl. Maths and English
FRENCH, GERMAN

SATURDAY SALES ASSISTANT

ENTHUSIASTIC, CONFIDENT



I AM WRITING TO APPLY FOR

FOR THIS REASON

I HAVE ALWAYS BEEN INTERESTED IN

I HAVE ENCLOSED A COPY OF MY CV

I CAN BE CONTACTED

SINCERELY YOURS, PETER BENNET



FORMAL LETTERS SHOULD



H/W: WRITE YOUR CV


