
 

 

 
 

 

Writing a formal letter. 

Your task this week is to write a letter to the new teacher who will be teaching you next year. This will be a 

formal letter.  

Think about any information that your new teacher will need to know about you. On the sheet below there 

are some ideas of things to write about. 

You will also need to think carefully about the standard of presentation that you have been working hard 

to achieve this year.  

Below is an example of a formal letter for you to see. Your letter should be set out in a similar way.  

  

If you really take your time with this letter it should take you a few days to get right.  

Plan it, write it, check it and then create your final neat copy. This can either be posted to school but you 

could type it and email it or even take a photo and email it. The planning sheet is on the next page.  
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address 

you are 

writing to. 

Your 

address. 

The person 

you are 

writing to.  

The date. 



 

 

 
 

Planning Sheet: 

 

 

 


