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Skills Check 
Rate how confident you feel about the skills tested in this section:  

Skill Not a clue! I know a 
little 

I feel okay 
with this 

I feel quite 
confident 

I feel very 
confident 

Set out a letter correctly 
      

Interpret what to write about  
      

Write using the appropriate style  
      

Complete the letter in the given time 
frame        

 

When you have finished the booklet, use a different colour to mark your confidence levels again.  

 

Writing Letters 

Introduction 
 

Letters are one of the most common text types you may be asked to write in 
your writing exam. Although letters are not sent as often in real life as they used 
to be, letter writing is still an important skill to have. It demonstrates you know 
how to express something in a formal and professional way. Letter writing may 
come in particularly useful if you are working in an office-based environment or 
in financial services where letters often need to be sent for legal reasons.  
 

You will find it useful to have completed work on  

 Planning 
 Writing the correct amount 
 Spelling 
 Grammar 
 Punctuation  

before attempting this guide as you will then be able to apply the things you 
have learnt to letter writing.  

You may find it useful to have a copy of the writing self-analysis sheet to help 
you check your own work.  

Most exam boards expect you to write 250 to 300 words in around 30 
minutes.  
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Layout & Structure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Try It Out  

Question 1 – Think of two more examples of opening and closing sentences  

Opening Sentences     Closing Sentences  

a)        a)  

 

b)        b)  

There are two accepted ways of putting the 
addresses  

 

 

 

 

 

 

What must a letter have?  

Two addresses  

Date 

Dear  

Paragraphs 

Yours sincerely/Yours faithfully 

Your name  

 

 

Use sincerely if you know their name and faithfully if 
you have written Dear Sir or Madam 

One rule is ‘never the two s’s together’ so never Sir and 
sincerely in the same letter 

You should always try to have a clear opening sentence and a clear closing sentence.  

Example opening sentence 

I am writing to inform you about… 

Example closing sentence 

I hope to hear from you soon. 
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Current Style 

 

 
 

 

  

Writing styles evolve over time so some things may have changed since you 
were taught letter writing at school.  

 

Commas are NOT used at 
the end of each part of an 

address anymore.  

Mrs J. Farmer 

12 High Street 

Derby 

DE15 3RN 

Mrs J. Farmer, 

12 High Street, 

Derby, 

DE15 3RN 

 x 

Yours sincerely 

 

Yours faithfully  

Yours Sincerely 

 

Yours Faithfully  
 x 

You don’t need to indent 
the start of a paragraph 

anymore. Start each 
paragraph on a new line.  

 

This is the end of a 
paragraph. 

 

This is the 
beginning of the 
next one.  

This is the end of a 
paragraph. 

This is the 
beginning of the 
next one.  

 

 x 

Did you know? 

You can make up a fake address to 
use in the exam if you are worried 

about using your real one.  

You should use sentence case to write your address so words such as Road 
and Street should start with a capital. Remember that all parts of your 

postcode should be capital letters.  

 

Yours sincerely and Yours 
faithfully use small letters 
for sincerely and faithfully 

not capitals.  



© Copyright of LC Education & Training Ltd 2020 

 

The Content 
 

 

 

 

 

 

 

 

 

 

 

 
 

Try It Out  

Question 2 

Think of three reasons why someone might write to the council.  

 

a)  

 

 

b)  

 

 

c)  

 

 

 

You will generally be asked to write a formal letter in the exam. The topics 
vary but there are some common themes.  

 Writing to the council  
 Writing to complain about a bad experience at a shop/restaurant  
 Responding to a current news item 
 Applying for a job  

 

You should always read the information given in the brief and use that as the 
basis for your answer. Sometimes there are key things you must include.  
 

It is very important you add new ideas and information of your own. It’s fine 
to make things up, as long as what you make up is realistic.  
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Using the Correct Style 
 

 

 

 

 

 

 

 

 

 

 

Try It Out  

Question 3 

Rewrite each of these sentences to make them more formal and appropriate 
for a letter.  

 

a) I demand that you give me lots of compensation.  

 

 

b) You should of been more careful and made sure customers were safe.  

 

 

c) You need to sort out the issues with the town car parking.  

 

 

 

 

 

Check if the letter style is formal or informal. Most letters in the exam will be 
formal. This means you should try to use formal language throughout. You 
should avoid contractions such as don’t and write words out in full such as 
do not. You should also avoid slang or text speak such as u instead of you and 
should always be polite even when complaining.  

Example 

How would you make this sound 
more formal?  

I’m complaining about the idiot who 
served us the other week and spilled 
the drinks all over us.  

ANSWER 

I would like to complain about the 
staff member who was serving us on 
Thursday 4th March and spilt drinks 
on us. 
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Example Question  
Below you will find an example exam style question and a sample response to that 
question. After you have read the example, you can have a go at writing your own 
version of the letter.  

You read the following letter of the week in your local newspaper.  

 

 

 

 

 

 

 

 

 

 

 

 

Write a letter to Suzanne Dixon, Editor of Trewitt Daily News, 69 Nenthead 
Road, High Trewitt, NE65 1XE to give your response to the letter of the week.  

 

In your letter you should 

 State your views on the issues raised in the letter and give detailed 
reasons to support those views.  

 Use full sentences.  
 Write in standard English.  

 

 

On the next page you will see an example answer. The letter has been annotated 
to show where key criteria have been met to help gain marks on the exam.  

 

 

Dear Editor  
 

I want to encourage other readers to reduce the amount of food we waste 
in the UK every year. I would like people to think a bit more before buying 
and throwing away food as, according to research, we throw away 6.6 
million tonnes of food every year and I think this is disgraceful. 
 

I would like to see people thinking a bit more before they buy things they 
don’t need and planning ahead to make sure they can use the food they 
have purchased. 28% of the food thrown away is vegetables and salad, 
which could also mean people aren’t getting the vitamins they need. I urge 
everyone to just buy what they need. Not only will you help save the planet, 
but you will save money as well!  
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Example Letter 
Jessica Rowley 
164 Mews Road 
High Trewitt 
NE65 8TE 
 
Suzanne Dixon  
69 Nenthead Road 
High Trewitt 
NE65 1XE  
 

22nd March 2021 
 
Dear Ms Dixon  
 

I am writing in response to the letter of the week about food waste. I agree with 
the author's opinions in the letter as I also think we waste far too much food in 
this country. Firstly, I feel that people do not think carefully enough and plan what 
they need to buy before going to the supermarket, which means they often buy 
more than they need. Secondly, I feel supermarkets encourage people to buy 
more than necessary through their offers and marketing and they should take 
some responsibility too. 

 

As the letter states, many people do not plan ahead and think about what they 
will actually need and use during a week. This means people buy too much and 
are then left with unwanted food. I would encourage readers to plan their meals 
weekly and then make their shopping list based on their meal plans: there are 
some useful apps and websites to help with meal planning.  

 

 

Your address  

Address you are 
writing to 

Date Dear… Never use the person’s first name 
here unless they are a friend. Do NOT 
write Dear Suzanne Dixon  

Use of level 2 
standard 
vocabulary is 
shown in bold 

The introductory paragraph states why they are writing clearly to ensure the 
purpose is clear. They say what they will talk about in the rest of the letter. 

They use a possessive apostrophe with author’s opinions. 

Transition words firstly and secondly are used to help the flow of the writing.  

 

The beginning refers back to the original letter to show that they have read it 
carefully. It also gives detailed reasons for the viewpoint held. 

The first sentence is complex using a subordinate clause at the beginning 
followed by a comma. There is a colon to show further information.  
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However, I feel the supermarkets are to blame too. I am shocked by the 6.6 
million tonnes the writer quotes in their letter and think that the leading 
supermarkets need to analyse these figures and plan how they can reduce waste 
as well. People are easily tempted by supermarket's special offers and are more 
likely to impulse buy as it is often much cheaper to buy large packets and buy in 
bulk, which is one reason for increased waste.  

 

Overall, I would like to show my support for the writer of the letter of the week 
and encourage other readers of the newspaper to try to cut back on their food 
waste and just buy what they need. Additionally, I feel that supermarket chains 
should take more responsibility for reducing waste. 

 

Thank you for taking the time to consider my views. 
 

Yours sincerely 

 

Jessica Rowley  

 

 

 

 

 

Finishing sentence 
and correct use of 
sincerely  

This letter is 327 words and has four key paragraphs. 
This would be a suitable length in the exam.   

This paragraph uses a level two word however and a comma to give a strong 
start. It clearly states the purpose of the paragraph. The writer is adding their 
own new point about supermarkets and giving a good level of detail. It also 
refers to a fact from the original letter to again show they have read and 
understood it.  

They use a possessive apostrophe with supermarket’s special offers. 
 

There is another complex sentence using a subordinate clause with a comma 
then which at the end of the paragraph.  

 

The final paragraph states clearly that it is a conclusion and refers to the 
main points made in the letter.  
 

It uses a complex sentence at the end with additionally then a comma.  

 

Try it Out   

Question 4  

Have a go at writing your own response to the letter of the week.  
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Letter Writing – Top Tips  
 

 Always plan your key points before you start writing  

 

 Make sure you have put the addresses in the correct place and checked 
the date  

 

 Choose the right ending from Yours sincerely or Yours faithfully (other 
endings such as Yours truly or Regards are not suitable for formal letters) 

 

 Aim to include at least two examples of possessive apostrophes and 
colons 

 

 Use a mix of sentence types and aim for a minimum of four examples of 
complex sentences  

 

 Leave enough time to do your finishing sentence and Yours 
sincerely/faithfully even it if means cutting a paragraph short  

 

 Check the addresses carefully to make sure you have used capital letters 
properly: this is an easy way to lose marks  

 

 Make sure you give reasons/explanations/examples for all your points. 
Imagine someone asking ‘why?’ after you have written the first sentence 
and you answer their question 
 
 

 If  a question asks you to be persuasive, remember to use some persuasive 
techniques in your answer to gain full marks 
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Try it Out – you can choose to write or type your letters. Consider timing 
yourself so you can see if you can complete the letter within the given time 
frame.  

Question 5 

 

 

 

 

 

 

 

 

 

 

 

 
 

Write a letter responding to the advert above.  

 

Question 6 

 

   

 

 

 
 

Write a letter to Abid Khan to try to win the money. In your letter you should 

 describe the charity you are nominating 
 explain how your charity would benefit from the money  
 persuade Abid Khan that your charity deserves the funding   

You should aim to write about 250 to 300 words. 

We Need You! 
 

Dalston arena will be opening in a few months and we need people to fill a 
variety of roles. The arena will be holding live music events and 
performances every week as well as hosting a number of business and 
lifestyle exhibitions. 

The roles we have available are 

 Food servers 
 Stewards (guiding customers to the correct locations) 
 Car park attendants  
 Social media administrators  
 Stagehands to help during live performances  

Please send letters of application to Stuart Brooks, Dalston Arena, Dalston, 
MF31 8FR. Please state the role you are applying for, any relevant 
experience and qualifications and why you think you would be right for the 
role.  

Win £5000 for your favourite charity! 

Write to us and tell us why your charity deserves £5000. The winning 
charity will be chosen at the end of the month. Address your letters to Abid 

Khan, CEO Monthly, 52 Main Street, Eveston, FE14 9RN 


