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A formal letter is one written in an orderly and conventional language and follows a specific 
stipulated format. These letters are written for official purposes only, such as writing a letter 
to the manager, to the HR manager, to an employee, to the Principal of the college or 
school, to a teacher, or to the editor of a journal/daily. But we do not use formal letters for 
personal use such as writing one to our family, relatives or friends. 

Formal letter writing format requires some specific rules and conventions. Also, the 
language of the letters should be very professional. An example of a formal letter is writing a 
resignation letter to the manager of the company, stating the reason for resignation in the 
same letter.  Letter on a situation is a formal letter where the situation is given to the 
examiner/ writer, but it is not mentioned as to who is to be addressed; the examiner/ writer 
has to surmise from the given context. 

 

The format of a letter on a situation is as follows – 

1. Sender’s address: The address and contact details of the sender are written here. Include 
an email and phone number, if required or if mentioned in the question. 

2. Date: The date is written below the sender’s address after Leaving one space or line. 

3. Receiver’s address: The address of the recipient of the mail  

4. Subject of the letter: The main purpose of the letterforms the subject. It must be written 
in one line. It must convey the matter for which the letter is written. 

5. Salutation (Sir / Respected Sir / Madam/ Dear Sir) 

6. Body: The matter of the letter is written here. It is divided into 3 paragraphs as follows - 

Paragraph 1: Introduce yourself and the purpose of writing the letter in brief. 

Paragraph 2: Give detail of the matter. 



Paragraph 3: Conclude by mentioning what you expect from the receiver. (For example, you 
may want him to highlight the issue in his newspaper/magazine or may give compliment to 
one for his/ her services, or you may complain about something). 

7. Complimentary Closing 

8. Sender’s name, signature, and designation (if any) 

 

Examples: 

You have got a job offer recently but cannot join on time due to some urgent work at 
home. Write a letter describing your circumstances. You are Sheetal/ Shinoy. 

Ganga Residence 

Prayagraj, 23  

 

8th July, 2021 

 

The HR 

Satyam Infotech Pvt. Ltd. 

Lucknow, 98 

 

Dear Madam/ Sir, 

This letter is with reference to the job offered to me for the role of SAP Consultant on 20th 
May, 2021. My joining is due on 10th July. However, I would not be able to join the 
organisation on this date. 

I have a 3 year old son. Of late, he has been suffering from severe cold, cough and fever. 
There is no help available at home as of now since my parents are also out of town. I need 
to take him to the doctor and will have to be home for at least a week till the time he 
recovers. Therefore, I will not be able to join before 15th July. 

Kind request to consider my situation and extend the joining date to 10th October. Kindly let 
me know in case of any updates. 

Yours sincerely 
Shinoy Chowdhuri 

 



Gandhinagar is a thickly populated locality inhabited mainly by working-class people. 
Unfortunately, there is no Amul milk booth in the locality. Write a letter in 100 - 120 
words drawing the attention of the authorities to the problem faced by the people, 
requesting them to open a milk booth. You are Shyam / Shobha, 4, Gandhinagar, Mumbai. 

 
Shobha 
4, Gandhinagar 
Mumbai  xxxx41 
 

15th March 2021 
 

The Editor 
The Hindustan Times 
Mumbai xxxx98 

 
Subject: Absence of Amul milk booth in Gandhinagar 

 
Respected Sir / Madam 
I, Shobha Patel, a resident of Gandhinagar, am writing to you in order to raise the issue of 
the absence of an Amul milk booth in my locality. 
Gandhinagar has a huge population that comprises daily wagers. Still, the area does not 
have a milk booth. The residents face many problems as they have to walk up to 10 
kilometers every morning to get their daily stock of milk and milk products. This has also led 
to black marketing. The people of the area are getting harassed. 
As the situation is serious, I request you to highlight it in your newspaper so that the Amul 
authorities are sensitized towards it and do the needful. 
Thanking You 

 
Yours sincerely 

Shobha Patel 

 

Exercise: 

 

1. You are Jacob/ Jasmine, a student of Cambridge School, Thiruvananthapuram. You had 
borrowed some books from your school library, but now you cannot return them on time. 
Write a letter. 

Say why you are writing 

Explain your situation 



When it is possible for you to return the books 

 

2. You are a resident of Bangalore. Recently you witnessed a heart-touching incident. A 

traffic sergeant was sharing his tiffin with some poor kids who sell books at a traffic signal. 

You feel the need of such goodwill on the part of more people. Write a letter. 


