
Letters and register - Formal, Semi-for-
mal, Informal
Name: Date:

  Types of Register in Letter Writing

Formal Register

Used in professional, academic, or oucial comm.nicationL ganv.ave is polite, precise, 
and a"oids contractionsL

Example: Iw am yritinv to applh for tke positionLLLI

Semi-Formal Register

Used yken yritinv to someone ho. bnoy '.t still yant to skoy respect, libe a teacker or 
colleav.eL wt 'alances friendliness and professionalismL

Example: Iw kope ho.-re doinv yellL w-m yritinv to asbLLLI

Informal Register

Used in personal letters to friends or familhL ganv.ave is cas.al, often incl.des contracH
tions, idioms, or slanvL

Example: I!ehJ ·.st yanted to ckecb in and see koy ho.-re doinvLI

Sort the letter elements into the 3 categories

Formal Semi-Formal Informal

I would be grateful if you could... M Please Dnd attached... M I am writing to express my concern... 
M Mear Sir or Hadam, M !ey there' M I hope youkre doing well. M I loov forward to your response. M 
Thanvs in adCance for your help. M Jould you please... M Yust wanted to say hi. M See you soon' M 



?ours faithfully, M Mear Hr. Smith, M Jan you send it oCerK M qind regards, M Ikm writing to let you 
vnow... M Talv to you later. M Thanvs a bunch' 



Letters and register - Formal, Semi-for-
mal, Informal
Name: Date:

Which register do these scenarios reAuireK

Select the correct answer 

InCite a local business partner to a networving eCent

formal semiHformal informal

znnounce your wedding to family and close friends

formal semiHformal informal

Jongratulate your colleague on a promotion

formal semiHformal informal

Send a thanv you note to a family friend for a gift

formal semiHformal informal

ReAuest a meeting with a goCernment o1cial

formal semiHformal informal

zpologi2e to a neighbor for loud noise during a party

formal semiHformal informal

InCite your boss to a company picnic

formal semiHformal informal

Share holiday plans with your extended family

formal semiHformal informal

ReAuest a refund from an online store

formal semiHformal informal

Jongratulate your friend on their graduation

formal semiHformal informal



Letters and register - Formal, Semi-for-
mal, Informal
Name: Date:

Read the 3 letters, marv or note down the telling signs of the respectiCe 
register, and answer the Auestions.

Letter X: Formal
Yohn Moe 
 X73 Pet Street 
 PetCille, T5 0O44X 
 6ctober XO, 7473
Hs. Sarah Yohnson 
 Mirector of znimal SerCices 
 PetCille znimal Shelter 
 GO8 znimal zCenue 
 PetCille, T5 0O44X
Dear xsL ·oknson,
w am yritinv to formallh ePpress mh interest in colla'oratinv yitk tke Aet"ille Snimal Okelter on ho.r 
.pcominv comm.nith o.treack provramL Ss an ad"ocate for responsi'le pet oynerskip and a mem'er 
of Aet"ille-s local co.ncil, w 'elie"e o.r partnerskip co.ld sivnizcantlh enkance tke yelfare and adoption 
rates of animals yitkin o.r comm.nithL
W.r orvaniTation, Aet"ille Sd"ocates, kas consistentlh yorbed toyards creatinv ayareness a'o.t pet 
care and responsi'le pet oynerskipL 2e yo.ld 'e delivkted to pro"ide ed.cational yorbskops and 
reso.rces as part of ho.r provramL Sdditionallh, ye can assist in orvaniTinv f.ndraisinv e"ents to s.pport 
tke skelter-s e1orts in pro"idinv care and reka'ilitation for tke animalsL
Alease let .s bnoy if ho. are open to disc.ssinv tkis proposal f.rtkerL 2e are entk.siastic a'o.t tke 
prospect of yorbinv tovetker to impro"e tke li"es of pets and tkeir oyners yitkin Aet"illeL
Rkanb ho. for considerinv tkis opport.nith for colla'orationL w loob foryard to ho.r responseL
Oincerelh,
·okn Doe 
 Aet"ille Sd"ocates

Letter 7: Semi-formal
Emily 9reen 
 0@A Jat Lane 
 Mogtown, T5 0O447 
 6ctober XO, 7473
!i gisa,



w kope tkis messave znds ho. yellL w am yritinv to let ho. bnoy a'o.t tke fantastic pet adoption e"ent 
kappeninv at Dovtoyn Aarb on Wcto'er GFst, kosted 'h Dovtoyn Snimal Besc.eL Ei"en ho.r passion for 
animal yelfare, w tko.vkt ho. mivkt 'e interested in attendinv or e"en participatinvL
Rke e"ent yill feat.re "ario.s acti"ities, incl.dinv pet traininv yorbskops, "eterinarh cons.ltations, and a 
ra?eL wt promises to 'e a vreat opport.nith to meet libeHminded indi"id.als and potentiallh znd a fore"er 
kome for some lo"elh pets in needL
wf ho.-re a"aila'le, it yo.ld 'e yonderf.l to attend tovetkerL Alease let me bnoy if ho.-re interested, and 
ye can arranve a time to meet .pL jeel free to 'rinv alonv anh friends or familh yko mivkt also 'e been 
to participateL
goobinv foryard to ho.r replhJ
Yest, 
 Cmilh

Letter 3: Informal
6ctober XO, 7473
!eh OamJ
E.ess ykat; w znallh adopted a p.pphJ !is name is xaP, and ke-s tke c.test little f.r'all ho. can imavineL 
!e-s vot tkose so.lf.l ehes and a yavvinv tail tkat ne"er seems to stopL w-"e 'een yantinv a dov for aves, 
and it feels s.rreal to act.allh ka"e kim kere at komeL
xaP lo"es plahinv fetck and kas alreadh ckeyed tkro.vk a co.ple of mh fa"orite skoes, '.t w can-t stah 
mad at kimL !e-s <.st too adora'leL w tkinb ho. v.hs yill vet alonv vreat, so ho. deznitelh need to come 
o"er and meet kim soonJ
Yh tke yah, w co.ld .se some tips on traininv kimL =o. alyahs kad a bnacb for vettinv ho.r dovs to 'eka"e, 
so anh ad"ice yo.ld 'e s.per kelpf.lL
get me bnoy yken ho.-re free to syinv 'hL >an-t yait for ho. to meet xaPJ
>keers, 
 SleP

znswer the Auestions 

2kh does -Dear xsL ·oknson,- indicate a formal revister;

2kh does -w kope tkis messave znds ho. yellL- re?ect a semiHformal revister;

2kh does -!i gisa,- s.vvest a semiHformal revister;

2kh does -!eh OamJ- indicate an informal revister;



2kh does ->keers,- at tke end of a letter indicate an informal revister;



Letters and register - Formal, Semi-for-
mal, Informal
Name: Date:

Write three letters about Colunteering for a local animal shelter eCent: 6ne to a friend 6ne to the 
eCent organi2er 6ne to a colleague who might be interested


