
FORMAL VS 

INFORMAL LETTERS

Test your knowledge
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Say which element belongs in a 
formal letter and which 

belongs in an informal letter:
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14 Block Road

Kempton Park

1619

21 January 2016

The Manager

Jet Stores

PO Box 143

Pretoria

2167

Dear...

14 Block Road

Kempton Park

1619

21 January 2016

Dear...

1. 2.



Hi Jonathan Dear Sir/Madam

3. 4.



I am writing to 
inform you...

I’d like to tell you 
about...

5. 6.



Thanks a lot for 
telling me 
about this...

I appreciate you 
bringing this 
matter to my 
attention...

7. 8.



I am extremely 
dissatisfied 
with the service 
I received.

I’m not happy 
with the service 
I got.

9. 10.



I can’t come to 
your party 
tomorrow.

I will be unable 
to attend your 
party 
tomorrow.

11. 12.



Cool! Wonderful!

13. 14.



Kind regards

P. Smith

Your friend

Sammy

15. 16.



Choose the correct answer for 
each of the following:
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17.  Dear Mr Smith
We are sorry to _________ that...

a) say to you

b) let you know

c) inform you 

d) explain to you



18.  Thank you for bringing this 
______ to my attention.

a) thing

b) matter

c) stuff 

d) items



19.  Hi, John.  How’s it going? 
_______ my holiday in Spain

a) I am writing to give you details 
regarding

b) I intend to describe

c) I’d like to tell you about

d) I’d like to say you



20.  As you will see from my CV, I have 
_______ experience in this area.

a) Masses of

b) A considerable amount of

c) Loads of

d) great



21.  That’s all for now.  See you 
tonight! ____________ Mary

a) Kind regards

b) Love

c) Regards

d) Yours sincerely



22.  That’s all for now.  See you 
tonight! ____________ Mary

a) Kind regards

b) Love

c) Regards

d) Yours sincerely



23.  Thank you for considering my 
request. _______________

a) Yours faithfully

b) Love

c) Regards

d) Yours sincerely


