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Informal vs formal letters 

 

A. Look at these 4 sample questions for letters or emails. Which ones are formal and which 

are informal? Who is the target reader for each one? 
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B. This is an email which answers question 2. There are no mistakes with grammar or 

vocabulary, but this email is a bad answer to the question. Why? 

 

 

 

C. Match the formal phrases from the letter above (1-10) to their informal equivalent (A-J). 

Then rewrite the letter in the correct tone using the informal phrases. 

1. Dear Sarah, 

2. I am writing in reply to the email I 

received. 

3. I would like to apologise for the delay 

in replying. 

4. I would like to offer you some advice. 

5. I was rather surprised. 

6. My advice to you is… 

7. In comparison… 

8. With reference to… 

9. Thank you very much for your email. 

10. Yours sincerely,  

A. By the way, about… 

B. It was great to get your email. 

C. I’m writing to answer your email from 

the other day… 

D. If I were you… 

E. All the best, 

F. I couldn’t believe it. 

G. Sorry for being so slow getting back to 

you. 

H. Hi Sarah, 

I. Let me tell you what I think. 

J. The difference is… 
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ANSWER KEY 

 

 

 

A. 1-formal   2-informal   3-formal   4-formal 

 

B. It uses the wrong style. It should be an informal letter, but there are lots of formal phrases. 

 

C. 1-H   2-C   3-G   4-I   5-F   6-D   7-J   8-A   9-B   10-E 

 

 

SAMPLE ANSWER 

 

 
Hi Sarah, 
 
I’m writing to answer your email from the other day about your plan to move to the countryside. Sorry for being so 
slow getting back to you. I’m sure you’ll be really happy wherever you decide to stay. Anyway, let me tell you 
what I think. 
 
I couldn’t believe that you say you have a problem with noise in the house you live in now! Thinking about where 
it is in the city, I figured it wouldn’t be an issue. It’s true though that noise can be a bit of a burden, especially with 
little kids in the house. 
 
If I were you, I’d think about my options carefully before deciding. Getting out to the countryside could have lots of 
positives, but there are some negatives too. While it might be a more attractive place to live, there’s no way you’ll 
have as many facilities close to where you live. The difference is the city has sports facilities, shopping, 
restaurants and loads of other stuff right outside your front door. 
 
By the way, about the question of family, I totally get what you mean. Living in the big city is hard and can be 
stressful for kids as they grow up, so if that’s a big deal for you, maybe you should make your decision based on 
that. 
 
It was great to get your email. I can’t wait to hear from you! 
 
All the best, 
 
Kayla 
 


