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Wt/L2.4 Use format and structure to organise writing for different purposes. Understand (a) which format, structure and layout are best for which sort of 
task (b) that some forms of writing follow standard formats and structures, e.g. memos, business letters, agendas and minutes of meetings. 

 

 
 
 

Here is an example layout of a formal letter. 
 

5 King Street 
Low Fell 

Gateshead 
Tyne and Wear  

NE11 2PU 
 

29th February 2008 
The Manager 
Railway Hotel 
Whitley Bay 
North Tyneside 
NE7 9EP 
 
Dear Sir/Madam, 
 
I am writing… 
 
 
 
 
 
Yours faithfully, 
 
 
 

 Your address goes at the top right-hand side, followed by the date 
 

 Then comes the address of the person or company you are writing 
to on the left-hand side 

 
 Begin your letter with Dear Sir/Madam if you do not know the name 
of the person you are writing to.  Use Mr. or Mrs._____ if you do.  

 
 End your letter with Yours faithfully if you have used Dear 
Sir/Madam or Yours sincerely if you have used Dear Mr/Mrs_____  
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