
Yours _______________________





Paragraph 2 


________________________________________________


____________________________________________________


____________________________________________________





Paragraph 1


I am writing _______________________________________


_____________________________________________________


_____________________________________________________








Dear  .......................................................,





Write date below:





Write address here.





Paragraph 3 – final last line


_______________________________________________





Paragraph 1: Explain why you are writing.


Paragraph 2: Add more detail


Paragraph 3: Write final last sentence, e.g. I look forward to hearing from you.


Signing off: Yours sincerely if you know their name / Yours faithfully if you don’t. 





To write a formal letter








www.primarytexts.co.uk


