
HOW TO WRITE A 
FORMAL LETTER OR 

EMAIL



Why writing a formal letter? 
What for?

•Some universities in the UK or the USA - an 
introduction letter


•To apply for a job, some companies may ask you to 
write a formal letter/email together with your CV


•To complain about something (a purchase on the 
internet), to cancel a service with a company 
(telephone, electricity…)



Formal letter/email requires:

•Formal language (vocabulary, no 
contractions, no slang)


•Specific expressions to start and finish


•Specific structure



























WHY ARE YOU WRITING?  
WHAT FOR? (Purpose connectors)

IN ORDER TO + INFINITIVE 
“I’m writing in order to complain about….” 

“I hope you take my remarks into account in order not to make more mistakes” 

SO AS TO + INFINITIVE 
“I’m sending you my CV directly so as not to keep you waiting for it” 

TO + INFINITIVE 
“I’m writing to book a room in your hotel…” 

SO THAT + A CLAUSE (Subject + Verb…) 
“I hope you will consider my application so that I can work with you soon” 


