


What Is a Formal Letter?

Start timer

A formal letter is generally a 
business letter, a letter of 
complaint or a letter with some 
official meaning to it. It is set out 
in a particular way and uses 
formal language.



What Is a Formal Letter?

How many of the features can you remember?

Sender’s address (top-right hand side)

Recipient’s address (left-hand side)

Date

Greeting

Introduction

Main body of letter

Paragraphs

Conclusion

Yours faithfully or sincerely

Signature  



Formal or Informal?

Now you know what a formal letter is, can you work out what an 
informal letter is?

A complaint to your local MP about street lighting. 

A thank-you letter to your aunt for her birthday present. 

A letter to the local newspaper about a story you have read. 

A postcard to a friend when you are on holiday. 











Features of an Informal Letter

Take a look at the Informal Letter Features Checklist your group has 
been given. 

Which features can you find in the example letters you have been 
given?

Sort the letters into two sets: formal and informal.



Formal or informal?



Formal or informal?



Formal or informal?



Formal or informal?



Formal or informal?



Examples of Features

Which of the letters were informal?

How could you tell?

What did they have in common?

Formal letters: Informal letters:

Evil Queen to Mr Woodchopper 

Prince Charming to Fairytale 

Hotel Manager

Granny to Red

Jack to his mum 

Rapunzel to the prince



Lots of love…

Many thanks…

Much love…

How many more can you think of? 

Signing off

There are many ways you can sign off at the end of an informal 
letter. Here are some examples:





What Is Your Reaction?

How do you feel that you have won such 
an amazing holiday?

Who will you go with?

What do you think it will be 
like there?

What do you think you will 
need to pack?



Ask Mrs Witch

Ask Mrs Witch how she feels about you winning a 
holiday with her at the Gingerbread House.



Too Good to Be True?

With a partner, decide what the holiday will be like at 
the Gingerbread House. What will your hostess, Mrs 
Witch, be like? Will she be welcoming? Why? Think 
about what it could be like staying with her. Is this 
really as good a prize as it first seemed?

Use the Holiday Description Activity Sheet to 
put down your thoughts.



Planning an Informal Letter

Look at the example on the next 
slide. Can you identify the features 
that are included? Think about how 
you might write your informal letter. 
Will it have the same tone?

Now you have decided what your holiday will be like, think about 
who you might write an informal letter to while you are there. 





Informal Letter Plan

Use the Informal Letter Planning Activity Sheet you have been given 
to plan the letter you will write.

Remember to use the Informal Letter Checklist to ensure you include 
the features that are necessary and the information you wrote on 
the Holiday Description Activity Sheet to describe your holiday.



I Wish to Make a Complaint…

In pairs, decide which of you will be the 
Big Bad Wolf and which of you will be 
the winner of the holiday at the 
Gingerbread House.

The winner of the holiday has 
arrived at the Big Bad Wolf’s 
office to complain about their 
holiday. What aspects of the 
holiday will they complain about? 
How will the Big Bad Wolf make an 
apology? How will he try to make amends?




