Rules for Writing a Formal Letter
1. Sender’s Address:
· Write your full address at the top-left corner.
2. Date:
· Write the date just below the sender’s address.
3. Receiver’s Address:
· Write the designation and address of the person you are writing to.
4. Salutation (Greeting):
· Use respectful greetings like “Respected Sir/Madam”.
5. Subject Line:
· Write a short sentence stating the purpose of the letter.
6. Body of the Letter:
· Paragraph 1: Introduction and purpose of the letter.
· Paragraph 2: Give details about your request/issue.
· Paragraph 3: End politely with a thank you.
7. Closing:
· Use “Yours obediently” or “Yours sincerely”.
8. Signature:
· Write your name and class at the end.
Specimen of a Formal Letter
12, Green Park Colony
Kolkata – 700019

27th August, 2026
The Principal
Satish Chandra Memorial School
Kolkata – 741222
Subject: Application for Leave
Respected Sir,
I am Sumi Das of Class V, Section A. I am writing this letter to inform you that I was suffering from fever and could not attend school from 23rd August to 25th August.
Kindly grant me leave for the above mentioned dates. I shall be grateful to you.
Thank you.

Yours obediently,
Sumi Das
Class V, Section - A

