Layout of a formal letter
Sender’s address






_______________










_______________










_______________

Date of composition __________

Receiver’s name 

and address              _______________

                                 _______________

                                 _______________

Formal greeting       _______________

Purpose paragraph   _______________________________________________________________________________________________________________________________________________________________________________________

Paragraphs expanding purpose

_______________________________________________________________________________________________________________________________________________________________________________________

1

2

etc.

Conclusion/

Summing up

_______________________________________________________________________________________________________________________________________________________________________________________

Formal signing off

                              _________________

                              _________________
