What is the format for formal letter?
Make sure your letter is
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to the point
[image: image2.png]


relevant
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free of any grammatical or spelling mistakes
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polite, even if you’re complaining
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well presented
Format 
Here is a letter in standard format. Refer to the notes afterwards for explanation.
Blk 700, #03-200

Anchorvale Link

Singapore 112700 

(Your/Sender’s address)
Mr. E. Scrooge


(Recipient’s address)
The Manager
DBS Bank Ltd
113, Orchard Road
Singapore 113000

5 April 2003


(Date)
Dear Mr. Scrooge,

(Salutation, Dear Sir/Madam if you don’t know the name)
Re: Application for post of trainee manager
(Heading – can be centralized or to the left)
INTRO – State purpose of writing letter and what you will be elaborating in the body.
BODY – At least 3 paragraphs – each based on choice made and criteria stated. Make sure in each paragraph you are comparing choices given and state positives and negative points. Balanced arguments.

CONCLUSION –Reiterate the points in another way. Thank the reader for the opportunity to share whatever. State how the reader can contact you if there are any further clarifications.


Yours sincerely, 

Signature that is visible

Jane Teller (Your name)
Chairman of Residents’ Council (Your job title/designation/IC Number)
************************************************************************

1 Your address, but not your name, usually goes in the top right hand corner. You would not
usually include your telephone number or email address here, but this would be 
permissible.
2 The name and address of the person you’re writing to goes below this, on the left. If
you don’t have a specific name, always at least try to put some sort of title. You
should always, however, address the letter to a particular person if at all possible.
3 The date should be written in full. No short forms. Remember 1st, 2nd, 3rd, 4th – the various ways of writing the numbers.
4 The salutation at the beginning of the letter depends on whether or not you have the 
name of the person. 
If you do, write Dear Mr. Ochs, Dear Mrs. Baez, Dear Miss Perhacs, or, if you don’t know 
the marital status of a woman, or if she has written this, Dear Ms. Bunyan. It is possible 
to write Dear Robert Fripp or Dear Alison Statton, but many people consider this 
awkward. If the person has a specific title, use this: Dear Dr. Hammill.
If you don’t know the name of the person, you would traditionally write Dear Sir/Madam or Dear Sir or Madam.
The ending of the letter depends on how you have started: see below.
5 It is common now to put the subject of the letter directly below the salutation. This
would be in bold or underlined. The purpose is to give the reader an idea of what the 
letter is about before reading it, and to be able to pass it on to a more appropriate 
person if necessary. 
If you are replying to a letter which had a reference (or ref.) on it, you should repeat this 
on your letter, probably on the same line as the date, but on the other side of the page.
Write Your ref.: xxxx/xx
6 The content of your letter should be divided into short, clear paragraphs.
7 It is common to end your letter with a phrase such as I look forward to hearing from
you and how to contact you if there are any further clarifications.

8 To end the letter, you would normally write Yours sincerely if you have started the
letter with the name of the person, or Yours faithfully if you have started with
something like Dear Sir.
9 Sign your name directly below this and then print it below the signature.
Be concise and relevant
The person you are writing to may be deluged with letters and if yours is 3 sides of dense text, then there is every possibility it will end up in the bin. Letters should take seconds rather than minutes to read.
As a result, get straight to the point and stick to it, don’t include any unnecessary or supplementary information, don’t use any flowery language or long words just for the sake of it, and don’t repeat too much information which may already be included in a CV, for example.

Check your grammar and spelling very carefully
Mistakes will create a very bad impression, will lessen the content of what you are saying and lower your language and task marks. 

Use the right tone of language
It’s important to use the right type of language, the right ‘register’. Most letters you write will need to be formal, but not overly so. In fact, you should use similar language to that which you use in your academic writing. This means you should:-
[image: image6]avoid everyday, colloquial language; slang/Singlish or jargon
[image: image7]avoid contractions (I’m; it’// etc)
[image: image8]avoid emotive, subjective language (terrible, rubbish etc)
[image: image9]avoid vague words such as nice, good, get etc
You should always be polite and respectful, even if complaining. One way of doing this in English, which is common in formal letter writing, is to use ‘modal verbs’ such as would, could and should. Instead of simply writing Please send me, you could express this more formally as I would be grateful if you could send me ... Don’t overdo it though, and make your language too formal or maybe old fashioned, don’t put in lots of unnecessarily long words.
