Formal letter template. (Delete items within brackets when you have completed the details)


(Sender’s address)

(plus email and phone number if relevant)
……………………….

……………………….

……………………….

……………………….

(Date)

……………………….

(Recipients name and address)

……………………….

……………………….

……………………….

……………………….

(Salutation)

Dear ……………………….

(Subject)

……………………….

(Introductory paragraph)
…………………………………………………………………………………………………………………………………………………………………………………………………………………………
(Main body of letter)
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

(Concluding paragraph)

………………………………………………………………………………………………………………………………………………………………………………………………………………………… 
(Valediction/sign off)
Yours ……………….

(Your name)

…………………………………………..

