
(Source: ‘Writing for IELTS, a guide to structuring your response’ by W, Shearmur) 

General writing: 

Task 1: Letter, 20 minutes. 

          There are three types of letter you could be asked to write: 

Formal: Official or to people you do not know. 

Semi-formal: To people you don’t know well. 

Informal: To family or friends. 

 

It is important that you find out what type you are writing as you will lose marks if the style of writing 

does not fit the task. 

 

Look at these three examples: 

(Insight Into IELTS, by Vanessa Jakeman and Clare Mc Dowell, Cambridge University press) 

 

1) You recently went shopping at the local supermarket. When you got home and studied your bill you 

found that you had been charged for items you did not purchase. 

          Write a letter to the supermarket manager explaining what has happened. Tell the manager how 

you feel about the error and ask him to do something about it. 

 

2) You have a friend who lives in a city abroad. You have decided that you would like to apply to do a 

course at one of the colleges in this city. 

          Write to your friend explaining what you would like to do. Tell him/her what type of work or 

studies you have been doing for the past few years and ask for assistance in contacting an appropriate 

institution. 

 

3) You live in a flat and you have a tenancy agreement which states that you must give three months’ 

notice when you wish to leave. You have paid a deposit of two months’ rent. Now a member of your 

family has a problem and you need to give up your flat and return home as soon as possible. 

          Write a letter to your landlady. Explain your circumstances, tell her what you intend to do and ask 

her for special consideration. 

 

As you can see, the first letter is to ‘the manager’, someone you don’t know; therefore you should write 

a formal letter. The second is to a friend, meaning it is an informal letter. The third is to your landlady, a 

person you don’t know well, suggesting it is a semi-formal letter. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



(Source: ‘Writing for IELTS, a guide to structuring your response’ by W, Shearmur) 

 

          For the first and third letters you should follow a structure similar to the following: 

 

Dear ..., 

 

30 words 
1) Introduce yourself  
    and say what your connection is to the person you are writing to. 
2) Tell the person why you are writing to them. 
     (don’t give details, this will come in the main body) 
 

 

 

120 words 
1) Start your explanation from a logical point, 
i.e. from just before the problem or situation happened. 
2) Give background information, details of the problem and what 
you want done about the problem or what you want the person to 
do. 
 

 

 

10 words 
Finish off with a simple sentence saying you hope to hear from them 
soon. 
 

 

For formal letters we finish with: 

          Yours sincerely, (if you know the name of the person you are writing to) 

          Yours faithfully, (if you don’t know the name of the person you are writing to) 

 

Write your full name (first name and family name) 

 

For semi-formal letters we finish with: 

          All the best, 

          Best wishes, 

          Best regards 

          Kind regards 

 

Write your first name or your first name and family name. 

 

          The structure for the second example changes a bit, especially in the first paragraph. In it you can 

have an informal introduction where you can ask your friend or relative how they are, what they are up 

to or ask about their holidays. This should be no more than around 30 words. 

          For finishing the letter there are many possibilities: 

          Love from, Love, 

          Cheers, Thanks, 

          See ya, 

 



(Source: ‘Writing for IELTS, a guide to structuring your response’ by W, Shearmur) 

Write your first name only. Putting your family name makes the letter more formal. 

          For this task you should spend 20 minutes but as for the essay you need to divide your time into 3 

parts: 

 

                              5 mins. Planning 

 

20 mins.               10 mins. Writing 

 

                              5 mins. Checking 

 

As before, planning is important as this is where you are giving yourself the chance to think your ideas 

through before writing them. Again, you will lose marks if the ideas do not fit the task!!! 

 

          Using the example questions above, let’s look at each one in turn. 

 

Formal letter: 

          You recently went shopping at the local supermarket. When you got home and studied your bill 

you found that you had been charged for items you did not purchase. 

          Write a letter to the supermarket manager explaining what has happened. Tell the manager how 

you feel about the error and ask him to do something about it. 

 

Understand the task: 

 The letter is to ‘the supermarket manager’, this indicates that it is a FORMAL letter; 

 Explain what happened; 

 Tell how you feel; 

 Ask ‘do something’. 

 

Brainstorm: 

1: What happened: Yesterday 7.30, Narodney 4 microrayon. Shopped, included vodka + 2 packets of 

crisps = 344 soms. 

 

2: How feel: upset and dissatisfied, 1st time happened. 

 

3: Do something: Look into the matter + return money 

 

Sort out ideas: 

There is no need as I will be using all the above points. 

 

Skeleton: 

Paragraph 1: Say who I am + why I am writing. 

 

Paragraph 2: Say what happened + how I feel. 

 

Paragraph 3: Say what I want done. 

 

Paragraph 4: Finish off letter. 

 



(Source: ‘Writing for IELTS, a guide to structuring your response’ by W, Shearmur) 

Formal letter: 

 

Dear Sir, madam, 

 

     My name is William Shearmur and I am a regular customer of Narodney’s. I am writing to you as 

unfortunately I have discovered that I was overcharged last time I went to your shop. 

 

     Yesterday, 18 March 2012, at around 7.30 pm I went to your department store in the fourth 

microrayon to do my weekly shopping. When I paid the bill I thought that the total was a bit higher than 

usual but as prices are rising I thought nothing of it. When I got home I decided to check and discovered 

that I had paid an additional 344 soms for a bottle of vodka and two packets of crisps that I did not 

purchase. As you can imagine I was not pleased and felt disappointed, especially as this was the first 

time this has happened. 

 

     What I would like you to do is to look into this matter and to return the extra charge to me. 

 

     I would like to thank you in advance and am looking forward to your swift reply. 

 

     Yours faithfully, 

 

     William Shearmur 

 

 

The letter begins with ‘dear sir, madam’ which means that I don’t know the name of the person (in 

black), so at the end I have used the formal ending “yours faithfully” (in black). I have introduced myself 

by giving my name and told the reader what my relation to them is (in red). I continued the introduction 

by telling them the purpose of the letter (in green). 

In the main part of the letter, the second paragraph, I have given the main details about what happened 

(date, time, place, list of items and price) (in purple). To finish off the paragraph I told the manager how 

I felt (in brown). 

Despite it being one line, the third paragraph is telling the person what I am expecting of them (in 

orange). 

To finish off the letter I have used a usual ending, thanking the person for their attention and for their 

reply (in indigo). 

The total number of words comes to 174, which is more than the minimum required. 


