There’s lots of opportunities to use
ambitious grammar and vocabulary in
your formal letter. Think carefully
about who and what you’re writing for.
Don’t be too friendly!
INGREDIENTS
INTRODUCTION:
I’m wri�ng to + request / complain about / inform you of / apply for /
I’m wri�ng in + response to / connec�on with
Further to your le�er dated...
With regard to your le�er...
ASKING FOR INFORMATION: Could you tell me if...
I’m looking for informa�on about...

Recipe for a great B2 formal letter

I’d like to know if...

METHOD

APOLOGISING: I regret to inform you that...
I have to apologise for + ing

I’m sorry to say that...

REQUESTING: I would be grateful if you could...

Would you be so kind as to...

INVITING: What about + noun/gerund
I’d like to invite you to + infini�ve

Would you like to + infini�ve

COMPARING AND CONTRASTING:
whereas
while
In spite of the fact that + phrase
The fact of the ma�er is + phrase
Having said that + phrase
Conversely + phrase

firstly
therefore

2. Decide on how you will answer the
questions, and think of examples for
each one.
3. Decide which idea you have the most
to say about. This will be your
penultimate paragraph.

however
although
Despite + gerund
Otherwise
While that may be true, ...
On the flip side, ...

ADD INFORMATION or EXAMPLES:
In addi�on
furthermore
What’s more
moreover,
not only + inversion On top of that

1. Read the exam question carefully.
Identify the topic, the question, and the
style (formal).

4. Select some ambitious language from
the ingredients to include in your
writing.
secondly
so

ENDING:
I look forward to hearing from you soon. If you have any further ques�ons or require
any further informa�on, please do not hesitate to contact me. Kind / best regards...
AMBITIOUS GRAMMAR:
Verb + ing OR infini�ve
Indirect ques�ons
3rd Condi�onal

Passive & repor�ng verbs (it was thought)
Nega�ve adverb + auxiliary + subject + main verb
Rela�ve clauses

VOCABULARY: Phrasal verbs

Colloca�ons

Fixed expressions

5. Slowly and carefully write your letter.
Think about how you finished the
previous paragraph, and how you can
connect your ideas together.

1

D EAR MR...,

Always start the letter or email with
Dear and the name of the person
you’re writing. Put a comma after the
name of the person.

2

INTRODUCTION

Start in a formal an impersonal way.
Explain who you are, and why you are
writing your letter.

3

ANSWER S

4

CONCLUSION

5

ENDING

Write the main part of your letter,
including all the necessary information
from the question.

Finish with a short paragraph
inviting the reader to reply to.
Remember to stay impersonal!

6. If you can, leave your writing for a few
minutes after you’ve finished.
7. Read the exam question again. Have
you included all the necessary
information?
8. Check your work carefully for your
typical mistakes. This will take about 5
minutes.

Finish your letter appropriately
with an ending phrase from the
ingredients. Write your full name.
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