
 
 
 
 
 

Use this letter layout when you write your letter. 
 
 
 
 
 

Formal Letter Layout 

 

Dear _________ 

Signature 

Sign off – ‘Yours 
sincerely’ if you know 
the recipient’s name. 
‘Yours faithfully’ if 
you do not know it. 

Main body of letter 

Topic sentence – what 
is the letter about. 

Insert name 

Address 

Job Title 

Name of the person 
you are writing to. 

Your address Date 

By Miss Boughey 
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