
 

  

Formal letter format  
  

 Formal letter format and example  

  

[Your Address]   

[City, State, Postal Code]  

   

[Date]  

  

[Recipient's Name]   
 

[Recipient's Designation]   

[Company or Organization Name]  

 [Address]  

 [City, State, Postal Code]  

  



 

Subject: [Subject Line] [Salutation]:A formal 

greeting to the recipient, such as "Dear 

Mr./Ms./Dr. [Last Name]," or "To Whom It May 

Concern" if the recipient's name is unknown.  

[Body of the letter]  

[First paragraph: Introduce the purpose of the 

letter and provide necessary details or 

background information.]  
 

[Second paragraph: Present additional 

information, provide explanations, or support 

your main points.]  

[Third paragraph: Conclude your 

letter, summarize key points, and 

express any necessary requests or suggestions.]  

[Closing]:A polite closing phrase, such as  

"Sincerely," "Yours faithfully," or "Best regards," 

followed by a comma.  

  

[Your Full Name]  

Enclosure: [List any enclosed documents, if 

applicable]  



 

Key points for writing body of letter: 

Introduction: 

• State the purpose of your letter clearly and 

concisely. 

• If applicable, mention any reference or 

previous communication. 

Body: 

• Organize your thoughts into paragraphs, each 

focusing on a specific point or topic. 

• Provide supporting details, examples, and 

evidence to strengthen your arguments. 

• Maintain a formal and professional tone 

throughout. 

Conclusion: 

• Summarize the main points discussed in the 

body of the letter. 

• State any actions or requests if necessary. 

• Express gratitude or appreciation if 

applicable. 

 

  



 

Example 1: Formal letter example  

  

[Your Name]  

 [Your Address]  

 [City, State, Postal Code]  

  
 

[Date]  

  

[Recipient's Name]   

[Recipient's Designation]  

 [Company or Organization Name]  

 [Address]   

[City, State, Postal Code]  

  

Subject: Request for Funding for Community 

Project  

  

Dear [Recipient's Name],  



 

I hope this letter finds you in good health and high 

spirits. I am writing to formally request funding on 

behalf of our community project, "Building 

Bridges for a Brighter Future."  

First and foremost, I would like to express my 

gratitude for your continued support of initiatives 

that promote positive change within our 

community. Our project aims to bridge the 

educational gap by providing after-school tutoring 

and mentoring programs to underprivileged 

children in our neighborhood.  

Through extensive research and collaboration 

with local schools, we have identified a pressing 

need for additional educational resources and 

support. Many children lack access to academic 

assistance outside regular school hours, hindering 

their potential for success. "Building Bridges for a 

Brighter Future" aims to address this issue 

headon by offering free tutoring sessions, 

mentorship programs, and educational 

workshops.  



 

To fully realize our vision, we are seeking financial 

assistance of $10,000 to cover the costs of hiring 

qualified tutors, purchasing educational materials, 

and organizing engaging workshops. This funding 

would allow us to reach a larger number of 

children and provide them with the necessary 

tools and support to thrive academically.  

We kindly request your thoughtful consideration 

of our funding request. We would be grateful for 

any support you can provide to help us make a 

difference in the lives of these deserving children. 

Attached to this letter, you will find a detailed 

project proposal that outlines our goals, budget 

breakdown, and anticipated outcomes.  

Thank you for your time, consideration, and 

ongoing commitment to building a stronger 

community. We eagerly await your positive 

response and the opportunity to collaborate for a 

brighter future.  

  

Closing with warm regards,  

[Your Full Name]  



 

Enclosure: Project Proposal  

  

Example 2: Formal letter format to editor  

  

[Your Name]  

[Your Address]  

[City, State, Postal Code]  

  

[Date]  
 

  

[Editor's Name]  

[Newspaper/Magazine Name]  

[Address]   

[City, State, Postal Code]  

  

Subject: Urgent Action Needed to Address Plastic  

Waste Crisis  

  



 

  

Respected sir,  

I am writing to bring attention to a critical issue 

that requires immediate action from our 

community and policymakers. The excessive use 

of plastic and its detrimental impact on the 

environment have reached alarming levels.  

Plastic pollution poses a severe threat to our 

oceans, wildlife, and public health. It is high time 

we address this crisis by implementing 

comprehensive measures to reduce plastic 

consumption, promote recycling, and support 

sustainable alternatives.  

It is disheartening to witness the devastating 

consequences of plastic pollution on our beautiful 

coastline, with marine life suffering from 

entanglement and ingestion of plastic waste.As 

concerned citizens, we must unite in demanding 

stricter regulations on single-use plastics.  

Together, we can make a tangible difference and 

safeguard our environment for future 

generations. Let us take a stand against plastic 



 

pollution and work towards a cleaner and 

healthier community.  

Thank you for your attention to this pressing 

matter. By raising awareness through your 

esteemed publication, we can mobilize public 

support and inspire change on a larger scale.  

  

Sincerely,  

[Your Full Name]  
 

 


