
WALT: write a formal letter

Thursday 4th February 2021

WILF: 
1. use features of a formal letter
2. use a range of sentence openers
3. include a range of formal language

Handwriting:



Today, you are going to write a formal letter from 
the man to the governing body on the island, 
asking them to help him, and treat him with 

respect

What features do you need to include in a formal 
letter?

https://www.bbc.co.uk/bitesize/articles/zkq8hbk

https://www.bbc.co.uk/bitesize/articles/zkq8hbk


• The writer’s address (aligned right)

• The date (day, month, year), (aligned right)

• Recipient’s address (missing a line, aligned left)

• Starts with ‘Dear…’ (full name is preferred, if known)

• Clear purpose stated in the first paragraph

• Grammatically clear and appropriate use of formal language

• Polite

• Yours faithfully (when you don’t know the name of the person you 
are writing to)

• OR

• Yours sincerely (when you DO know the name of who you are writing 
to)



Dear Sir/Madam,,

I am writing to you for your help. I need you to be nice to me because I 
do not think you are. I am cold and I am hungry and I do not think it is 
fair (the way you are treating me). I want you and your people to be 
nice to me and I want you to give me food and a job.

Yours faithfully,

James Francis (the man)

Is this letter interesting to read?
How could we improve it?  Think about the 

sentence structure.



Instead of… Try something like…

I need you to help me… I am in desperate need of your help 
and support during this time…

I am suffering… It has become incredibly difficult for 
me…

I know you will be busy… Although you will undoubtedly be busy, 
it would be greatly appreciated…

I hope you can come to help… Your support in this matter would be 
incredibly beneficial to myself and your
community…

I will work on your island for free… Should you accept my plea for help, I 
am willing to contribute to the 
economy on the island…

Can you think of any more?



Change the sentence from informal to formal.

Try to remember them, as you may be able to use them in your letter!

Come and help me not be starving all the time



Change the sentence from informal to formal.

Try to remember them, as you may be able to use them in your letter!

It would be dead nice of you to help



Change the sentence from informal to formal.

Try to remember them, as you may be able to use them in your letter!

My raft crashed and I’m furious and also really sad



Examples of formal language…

Reserve (book out)



Remember to include…
• The correct formatting for a formal letter

• Formal language

• A variety of sentence openers 

• Why you are writing

• How the government can help

• Express emotions! Remember, the man is devastated and terrified!

Use a dictionary and thesaurus if you need them



WILF: 
1. use features of a formal letter
2. use a range of sentence openers
3. include a range of formal language


