Success Criteria for a Formal Letter

While working remember to …..
· State who the writer is

· Explain the reason for writing

· Deliver the necessary message or

enquiry

· State clear what the sender would like

the recipient to do

· Impersonal Language  
· Standard English

· Formal tone and formal language

· Use formal connectives

· Write sender’s name and address top

right or Centre

· Write recipient’s details on left below

sender’s address

· Leave a line between paragraphs

· Use and appropriate sign-off line 
Sir/Madam ( faithfully
Name ( Sincerely
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