THE ART OF
WRITING
A FORMAL LETTER

FORTHE SELECTIVE TEST

Dear Sir or Madam,

Yours faithfully,

~

© Scholarly

Table of Contents

Introduction

Understanding the Selective Test
The Structure of a Formal Letter
Language and Tone

Formatting Guidelines

Example Letters

Common Mistakes to Avoid
Practice Exercises

Marking Criteria

Conclusion



Introduction

Formal letter writing is a crucial skill that students must master for the Selective Test. It
assesses not only your language proficiency but also your ability to communicate ideas
effectively in a structured format. This essential skill extends beyond academic
assessment and into professional life, where formal communication remains a cornerstone

of business interactions.

In this comprehensive guide, we will explore the art of crafting impeccable formal letters
that demonstrate sophistication, clarity, and purpose. From understanding the proper
structure to mastering the nuances of formal language, this book aims to equip students
with the knowledge and confidence needed to excel in this portion of the Selective Test.

Throughout history, letter writing has been a refined art form practised across
civilisations. The ability to convey thoughts clearly and persuasively through the written
word has shaped diplomatic relations, business endeavours, and personal
communications. Today, despite the prevalence of digital communication, formal letter
writing skills remain highly valued in educational assessments and professional settings.

This guide has been meticulously crafted to follow British English conventions, reflecting
the standards expected in formal examination settings. Each chapter builds upon the
previous one, taking you through a structured learning journey from basic concepts to

advanced techniques.

Note to Students

As you work through this guide, remember that excellence in formal letter writing
comes through consistent practice and thoughtful application of the principles
outlined. Take time to complete the exercises provided and seek feedback on your

work whenever possible.

Understanding the Selective Test

The Selective Test is a competitive examination designed to assess students’ aptitude
across various domains, including mathematical reasoning, general ability, reading
comprehension, and writing skills. The formal letter writing component specifically

evaluates your capacity to:



« Communicate effectively in a structured format

Demonstrate appropriate language and register for formal contexts

Present logical and coherent arguments or requests

Showcase advanced vocabulary and grammatical precision

Apply proper formatting conventions

Selective Test letters typically require students to respond to a given scenario, which might
include writing to a school principal, local council, newspaper editor, or organisation. Your
task may involve making a request, lodging a complaint, offering a suggestion, or

presenting an argument.

Marking Criteria Overview

Understanding how your letter will be assessed is crucial for success. Examiners typically

evaluate formal letters based on:

Criterion Description
Content How well you address the task requirements and develop ideas
Structure Proper organisation including address, date, salutation, and closing

Appropriate formal register, sophisticated vocabulary, and complex
Language
sentence structures

Mechanics  Correct spelling, punctuation, and grammar

Formatting Visual presentation including paragraphing and layout

The time allocated for the writing section varies, but students typically have between 20-
30 minutes to compose their formal letter. This time constraint adds an additional

challenge, requiring efficient planning and execution.

Important Reminder

Unlike creative writing tasks, formal letter writing in the Selective Test is highly
structured. Deviating from standard conventions can significantly impact your score,
regardless of the quality of your ideas or language.



The Structure of a Formal Letter

A well-structured formal letter follows a specific format that has been established through
convention. Adhering to this structure demonstrates your understanding of formal

communication protocols and contributes significantly to your overall assessment.

Essential Components

1. Sender's Address

Your address should be positioned at the top right-hand corner of the page. Include your
house number, street name, suburb/town, state/territory, and postcode. Do not include

your name in this section.

42 Wellington Road
Kensington
London SW7 4DE

2. Date

Place the date below your address, following British convention (day-month-year).

15th June 2023

Note: Both "15 June 2023" and "15th June 2023" are acceptable formats in British English.

3. Recipient's Address

Position the recipient’s address below the date, on the left-hand side of the page. Include

their title, name, position (if applicable), organisation, and full address.

The Headmistress

Ms Jennifer Williams

St Mary's School for Girls
15 Cambridge Avenue
Oxford OX12JD

4. Salutation/Greeting

The salutation should be positioned below the recipient’s address. The choice of salutation

depends on whether you know the recipient’s name:



o When you know the name: "Dear Mr/Mrs/Miss/Ms [Surname],’
o When you don't know the name: "Dear Sir/Madam," or "Dear Sir or Madam,’

« When addressing an organisation or department: "Dear [Position/Department],”

| Dear Ms Williams,

5. Subject Line (Optional but Recommended)

A subject line helps the recipient immediately understand the purpose of your letter. Place

it between the salutation and the main body, and either underline it or write it in bold.

| Re: Application for Student Leadership Position

6. Body of the Letter

The main content of your letter should be structured in paragraphs, each addressing a
specific point. A formal letter typically includes:

 Introduction: State the purpose of your letter clearly and concisely.
« Main paragraphs: Develop your points logically, with one main idea per paragraph.

 Conclusion: Summarise your key points and indicate what action you expect or hope

will follow.

7. Complimentary Close

The complimentary close should align with your salutation:

o If you began with "Dear Sir/Madam": use "Yours faithfully,’

o If you began with the person’s name: use "Yours sincerely,’

Yours sincerely,

8. Signature and Name

Leave space after the complimentary close for your signature, followed by your typed or
printed name. In a test setting, you may simply write your name clearly.

[Signature]

Emma Thompson

Structural Tip




In the Selective Test, attention to structural details can distinguish an excellent letter
from an average one. Even if you are providing exemplary content, failing to include
essential components like the correct salutation or complimentary close can result in
mark deductions.

Language and Tone

The language and tone of a formal letter significantly differ from everyday communication
or creative writing. This section explores how to craft your message with appropriate

formality, clarity, and persuasiveness.

Formal Register

Formal writing requires a specific register that demonstrates respect and professionalism.
Key characteristics include:

» Avoidance of contractions (write "do not” instead of "don't")

 Limited use of personal pronouns, especially "I" and "you"

« Preference for passive voice in certain contexts

« Avoidance of slang, colloquialisms, and idioms

« Use of complete sentences rather than fragments

 Sophisticated vocabulary choices

Comparing Informal and Formal Language

Informal Formal

I'm writing to ask about... I am writing to enquire about...

Thanks for your help Thank you for your assistance

I want to complain about... I wish to express my dissatisfaction regarding...
I think you should... I would like to suggest that...

Get back to me soon I look forward to your prompt response



Tone Considerations
The tone of your letter should be:

 Respectful: Regardless of your purpose, maintain a courteous tone

 Objective: Present facts and reasoned arguments rather than emotional appeals
« Concise: Express your points clearly without unnecessary elaboration
 Confident: Convey assurance without appearing arrogant

« Constructive: Even when expressing complaints or criticism, aim to be solution-

oriented

Modulating Tone Based on Purpose

Different letter purposes require subtle adjustments in tone:

Appropriate )
Letter Purpose Example Phrasing
Tone
Making a Courteous, ) )
o "I would be grateful if you could consider..."
Request appreciative
) _ "I regret to inform you that the service
Lodging a Firm but not , .
. . provided did not meet the expected
Complaint aggressive
standards.”
Offering Constructive, "May I respectfully suggest that implementing
Suggestions helpful the following changes would benefit..."
o Confident, "I am particularly interested in this
Application S : - : s
enthusiastic opportunity as it aligns with my skills in..."

Advanced Language Features
To elevate your formal writing, consider incorporating these advanced language features:

Complex Sentence Structures

Demonstrate sophistication through varied sentence constructions:

Simple: I am writing to complain about the recent changes to the timetable.



Advanced: I am writing to express my concerns regarding the recent modifications to the

timetable, which have significantly disrupted students' established study routines.

Sophisticated Vocabulary

Incorporate precise, advanced vocabulary that demonstrates linguistic proficiency:

Basic Word Sophisticated Alternative

Good Exemplary, commendable, praiseworthy
Bad Substandard, inadequate, unsatisfactory
Important Significant, crucial, paramount

Think Consider, contemplate, deliberate

Say Assert, articulate, convey

Cohesive Devices

Use transitional phrases and linking words to ensure your writing flows logically:

 For adding information: Furthermore, Moreover, In addition, Additionally
 For contrast: However, Nevertheless, Conversely, On the contrary

 For cause and effect: Consequently, Therefore, As a result, Thus

« For sequence: Firstly/Secondly, Subsequently, Finally

« For examples: For instance, To illustrate, Such as, Namely

« For emphasis: Indeed, Certainly, Particularly, Especially

Common Pitfalls in Formal Language

Avoid these common errors that detract from formal writing:

 Overuse of complex vocabulary leading to awkward phrasing
 Excessively wordy expressions that obscure your message

« Inconsistent formality throughout the letter

» Overly emotional language or exaggerated claims

 Cultural idioms that may not be universally understood



Formatting Guidelines

The visual presentation of your formal letter contributes significantly to its effectiveness
and the impression it creates. Proper formatting demonstrates attention to detail and

understanding of convention.

Page Layout

In the Selective Test, you will typically write your letter on lined paper. However,

understanding proper layout principles remains important:

« Leave adequate margins on all sides (approximately 2.5 cm)
« Align elements consistently (addresses right-aligned or left-aligned as per convention)
» Use a new line for each component of addresses

 Include appropriate spacing between letter sections

Paragraphing

Effective paragraphing enhances readability and logical flow:

Begin each new idea or point with a new paragraph

Keep paragraphs to a reasonable length (typically 3-5 sentences)

Use a blank line between paragraphs or indent the first line of each paragraph (but not
both)

Ensure your introduction and conclusion are distinct paragraphs

Handwriting Considerations

In the Selective Test, your letter will be handwritten. Consider these crucial aspects:

Write legibly and neatly, with consistent letter formation

Maintain even spacing between words and lines

Avoid crossing out words wherever possible; if necessary, use a single neat line

Begin sentences with capital letters and end with appropriate punctuation

Distinguish clearly between upper and lower case letters



Tip for Test Conditions

Before the test, practise writing formal letters within time constraints to develop
muscle memory for proper formatting. This will allow you to allocate more thinking

time to content rather than struggling with layout decisions during the test.

Visual Sample Layout

The following illustrates the proper spatial arrangement of a formal letter:

42 Wellington Road
Kensington
London SW7 4DE

15th June 2023

The Headmistress

Ms Jennifer Williams

St Mary's School for Girls
15 Cambridge Avenue
Oxford OX1 2]D

Dear Ms Williams,
Re: Application for Student Leadership Position

I am writing to express my interest in the Student Leadership position
recently advertised on the school notice board. As a Year 10 student with a
consistent academic record and active involvement in school activities, I

believe I possess the qualities required for this role.

Throughout my time at St Mary's, I have demonstrated leadership
capabilities through various initiatives. As captain of the debate team, I
coordinated weekly meetings and mentored younger students, resulting in
our team reaching the regional finals for the first time in five years.
Additionally, my role as a peer mentor for Year 7 students has developed my

communication and problem-solving skills.

I am particularly interested in this position as it would allow me to contribute

to the school community while developing my organisational and



interpersonal abilities. My experience organising the annual charity
fundraiser last term, which raised over £2,000 for local causes, has prepared

me for the responsibilities this role entails.

I would welcome the opportunity to discuss my application further. Thank

you for considering my request, and I look forward to your response.
Yours sincerely,

Emma Thompson

Formatting Checklist

Sender’s address correctly positioned at top right
Date written in proper British format
Recipient's address at left with proper spacing

Salutation followed by a comma

v

v

v

v

v Subject line (if included) is clear and concise

v Paragraphs logically organised with appropriate spacing
v Complimentary close aligned with salutation choice

v Signature space allowed before typed/written name

v

Overall neat presentation with consistent spacing

Example Letters

Studying well-crafted examples is one of the most effective ways to understand the
principles of formal letter writing. This section provides sample letters for various
common scenarios you might encounter in the Selective Test.

Example 1: Letter of Complaint

18 Blackbird Lane
Hampstead
London NW3 6PQ



10th March 2023

Customer Service Department
Greenfield Leisure Centre

45 Meadow Road

London NW2 8RS

Dear Sir or Madam,
Re: Unsatisfactory Conditions in Swimming Facilities

I am writing to express my concern regarding the conditions I encountered
during my recent visits to the swimming pool at Greenfield Leisure Centre,

where I have been a member for the past three years.

Over the past month, I have observed a noticeable decline in the cleanliness
and maintenance of the swimming facilities. On my visit on 5th March, I
found that several changing room lockers were broken, the shower area had
inadequate drainage resulting in standing water, and the pool itself contained
visible debris. Furthermore, the water temperature was uncomfortably cold,
which was particularly problematic for the young children attending

swimming lessons.

These issues represent a significant departure from the high standards
previously maintained at your facility and potentially pose health and safety
concerns for users. As a regular patron who pays a considerable monthly
membership fee, I expect facilities to be properly maintained and to meet

basic hygiene standards.

I would appreciate it if you could investigate these matters promptly and
implement necessary improvements. Additionally, I request information
regarding your regular maintenance schedule and what measures are being

taken to ensure consistent standards are maintained in the future.

I look forward to your response and to seeing improvements in the facility
conditions. Should these issues persist, I will unfortunately need to

reconsider my membership.
Yours faithfully,

Jonathan Parker



Key Features of This Example

Clear purpose established in the first paragraph

Specific details and examples provided (dates, observations)
Formal, respectful tone even when expressing dissatisfaction
Reasonable requests for action clearly stated

Logical progression from problem identification to requested solution

Example 2: Letter of Request

27 Oak Avenue
Canterbury
Kent CT1 3XY

5th September 2023

The Principal

Mr Robert Thompson
Canterbury Grammar School
Educational Lane
Canterbury CT1 2AB

Dear Mr Thompson,
Re: Request for Extended Library Opening Hours

I am writing on behalf of the Year 12 Student Council to request an extension
of the school library opening hours during the examination period, which

begins on 10th October.

The current library hours (8:30 am to 4:00 pm) coincide precisely with the
school day, which makes it challenging for many students to utilise this
valuable resource effectively. Many students, particularly those preparing for
university entrance examinations, would benefit significantly from additional
access to the quiet study environment and reference materials that our

library provides.

We propose extending the library hours to 6:00 pm from Monday to

Thursday during the six-week examination period. A survey conducted



among 120 senior students revealed that 85% would regularly use the library
during these extended hours. This arrangement would provide essential
additional study time while maintaining a reasonable schedule for library
staff.

We understand that this extension would require additional staffing
considerations. The Student Council would be willing to organise a rota of
sixth-form volunteers to assist with basic tasks such as reshelving books and

monitoring the study environment, under staff supervision.

We would greatly appreciate your consideration of this proposal. If you
require further information or would like to discuss alternative
arrangements, please contact me at

olivia.mitchell@student.canterbury.sch.uk.
Thank you for your attention to this matter.
Yours sincerely,

Olivia Mitchell

Chairperson, Year 12 Student Council

Key Features of This Example

Clear statement of purpose and authority (on behalf of Student Council)

Well-reasoned justification for the request with supporting evidence (survey
results)

Specific, realistic proposal with defined parameters
Acknowledgment of potential challenges with offered solutions
Provision of contact information for follow-up

Professional closing with appropriate title inclusion

Example 3: Letter to a Newspaper Editor

52 Birchwood Close
Shefheld
South Yorkshire S10 4ED



18th July 2023

The Editor

Shefhield Daily Chronicle
Media House

15-17 Press Avenue
Shefhield S1 2TN

Dear Sir or Madam,
Re: Response to Article "Youth Volunteering in Decline"

I am writing in response to your article titled "Youth Volunteering in Decline"
(published 15th July 2023), which presented a somewhat misleading portrayal

of young people's community engagement in our city.

While your article highlighted a 15% decrease in traditional volunteering
placements, it failed to acknowledge the significant rise in youth-led
community initiatives and digital volunteering projects. As the coordinator of
the Sheffield Youth Action Network, I have observed firsthand how
volunteering has not declined but rather evolved to reflect changing social

patterns and technological opportunities.

For instance, our recent Digital Buddies programme, which connects tech-
savvy young people with elderly residents to improve digital literacy, has
attracted over 200 youth volunteers in the past six months alone. Similarly,
environmental micro-volunteering opportunities, where young people
commit to shorter but more frequent activities, have seen participation

increase by 30% year-on-year.

It is crucial that public discourse accurately represents young people's
contributions to society. Narrowly defining volunteering through traditional
metrics risks overlooking innovative forms of civic engagement and
potentially discourages young people who might otherwise be inspired to

participate.

I would welcome the opportunity to provide your readers with a more
comprehensive understanding of youth volunteering trends in Shefhield

through a follow-up article or interview.

Yours faithfully,



Maya Patel

Coordinator, Sheffield Youth Action Network

Key Features of This Example

o Clear reference to the article being addressed (including publication date)
Respectful but assertive challenge to the article's premise
Evidence-based counter-arguments with specific examples and statistics
Establishes writer's credibility and expertise on the subject

Constructive conclusion offering further engagement rather than just criticism

Common Mistakes to Avoid

Even students with strong writing skills can lose marks by making avoidable errors in

formal letter writing. Being aware of these common pitfalls will help you craft more

polished and effective letters.

Structural Exrrors

Common Mistake

Omitting the sender's or

recipient’s address

Mismatched salutation and
closing (e.g., "Dear Sir" with

"Yours sincerely”)

Including the sender's name at the

top with the address

Incorrect or inconsistent date

format

Correct Approach

Include complete addresses in the proper

positions

Ensure consistency: "Dear Sir/Madam” pairs with
"Yours faithfully”; known names pair with

"Yours sincerely”

Name should only appear after the
complimentary close at the end of the letter

Use British date format consistently (day-month-

year)



Common Mistake Correct Approach

Include a clear, concise subject line after the

Missing subject line when needed

salutation for most formal letters

Language and Tone Errors

Common Mistake

Using contractions (don't, can't, I'm)

Correct Approach

Write out full forms (do not, cannot, I

am)

Use formal vocabulary and

Including slang or colloquial expressions

expressions throughout

Maintain a measured, objective tone

Overly emotional or accusatory language

even when expressing concerns

Inconsistent formality (mixing formal and Maintain consistent formal register

informal registers)

Excessive use of first-person pronouns

throughout the entire letter

Vary sentence structures and use

(especially starting multiple sentences with

"I")

passive voice where appropriate

Content and Organisation Errors

Common Mistake

Vague purpose or failure to state the

letter's aim clearly

Lack of supporting details or

evidence

Poor paragraph organisation

(multiple topics in one paragraph)

Correct Approach

State the purpose explicitly in the opening
paragraph

Include specific examples, dates, figures, or

reasoned arguments to support your points

Focus each paragraph on a single main idea

with supporting details



Common Mistake Correct Approach

Abrupt ending without a clear Summarise key points and indicate expected
conclusion action or response in the final paragraph
Excessive length with unnecessary Be concise and focused, including only relevant
information information

Critical Mistakes That Can Significantly Impact Marks
The following errors can seriously undermine your performance in the formal letter
component:
1. Completely incorrect format: Missing essential components like addresses or
improper layout

2. Failure to address the task: Writing about a different topic or misinterpreting the

requirements

3. Inappropriate tone: Being rude, overly casual, or using an inappropriate register
for the context

4. Poor grammar and spelling: Multiple errors that impede comprehension

5. Illegible handwriting: Writing that cannot be easily read by the examiner

Common Spelling and Grammar Errors in British
English

Pay particular attention to these frequently occurring errors in formal writing:
Error Type Incorrect Correct (British English)

Spelling center, fiber, organize centre, fibre, organise

_ program (except in .
Spelling , _ programme, dialogue
computing), dialog

Spelling traveled, canceled travelled, cancelled



Error Type Incorrect Correct (British English)

Verb The committee are The committee is meeting. (Treat
agreement meeting. collective nouns as singular)
o different than, on the )
Prepositions different from, at the weekend
weekend
Date format July 18,2023 18th July 2023 or 18 July 2023

Practice Exercises

Regular practice is essential for developing proficiency in formal letter writing. The
following exercises are designed to help you apply the principles covered in this guide and
prepare effectively for the Selective Test.

Exercise 1: Structure and Format

Instructions:

Rewrite the following poorly structured letter using correct formal letter format.

Identify and correct all structural errors.

David Johnson
15 Maple Street, London, April 10, 2023
Hi Mrs. Smith!

I'm writing because I want to apply for the summer internship program at your

company. I saw your advert in the newspaper and I think I'd be great for it.

I have good grades and I've done some work experience at my uncle's office last
summer. I'm really interested in business and economics.

I've attached my CV. Let me know if you need anything else. Hope to hear from

you soon!

Thanks,



Dave

Instructions:

Transform the following informal paragraph into formal language suitable for a
letter to a school principal. Pay attention to vocabulary, sentence structure, and

appropriate tone.

I'm really not happy with the new school rule about no phones during lunch
break. It's totally unfair and everyone's upset about it. We need our phones to
check important messages and sometimes to look things up for afternoon
classes. Plus, some kids use educational apps during free time. The rule is dumb
because teachers still get to use their phones whenever they want. I think you

should change this rule ASAP before everyone gets even more annoyed.

Scenario 1:

Write a formal letter to your local council expressing concern about the lack of safe
pedestrian crossings near your school. Request that they consider installing a zebra
crossing at a specific location. Include appropriate details about safety incidents or

near-misses you have observed.

Scenario 2:

Write a formal letter to the editor of a national newspaper in response to an article
suggesting that extracurricular activities are a distraction from academic studies.
Present a reasoned argument for the value of such activities in developing well-

rounded individuals.

Scenario 3:



Write a formal letter to the organiser of a community science fair, applying to
participate as an exhibitor. Describe your proposed project, explain why you should

be selected, and request specific information about the exhibition requirements.

Instructions:

To simulate test conditions, set a timer for 25 minutes and complete one of the
following tasks without referring to notes or examples.

Task 1:

Your school is considering extending the school day by one hour. The headteacher
has invited students to submit their views on this proposal. Write a formal letter to
the headteacher expressing your opinion (either for or against) with well-reasoned
arguments.

Task 2:

Write a formal letter to a historic museum requesting permission for your class to
conduct a special research project during your upcoming visit. Explain your project’s
purpose, why this particular museum is ideal for your research, and any special

access or arrangements you might need.

____________________________________________________________________________________________________________________________________________

Instructions:

After completing one of the letter-writing exercises above, exchange your letter with
a classmate or study partner. Use the following checklist to provide constructive

feedback on each other's work:

Is the letter properly structured with all necessary components?

v
v Is the purpose of the letter clearly stated in the opening paragraph?
v Is the language consistently formal throughout?

v

Are paragraphs well-organised with one main idea per paragraph?



Is the tone appropriate for the purpose and audience?
Are points well-developed with supporting details or examples?
Is there a clear conclusion with any necessary action items?

Are there any spelling, grammar, or punctuation errors?

S SRS

Does the letter achieve its intended purpose effectively?

Marking Criteria

Understanding how your formal letter will be assessed in the Selective Test is crucial for
focusing your preparation effectively. While specific marking criteria may vary somewhat
between different selective school systems, the following represents a typical evaluation

framework.

General Assessment Areas

Formal letters are typically evaluated across five key domains:

1. Content and Purpose

Band Descriptor

Addresses all aspects of the task comprehensively. Purpose is clearly
Hich established and consistently maintained. Ideas are well-developed with
i
& relevant supporting details and examples. Shows originality and insight in

approach.

Addresses most aspects of the task. Purpose is clear but may lose focus
Middle occasionally. Ideas are generally developed with some supporting details.

Shows conventional thinking with occasional originality.

Partially addresses the task. Purpose may be unclear or inconsistent. Ideas
Low are underdeveloped with minimal supporting details. Approach lacks

originality or may misinterpret the task.

2. Structure and Format



Band Descriptor

Letter includes all required structural elements in correct positions.
High Paragraphs are logically organised with clear progression of ideas. Format
consistently follows formal letter conventions.

Letter includes most structural elements with minor positioning errors.
Middle Paragraphing is generally logical but may have occasional inconsistencies.

Format mostly follows conventions with some minor deviations.

Multiple structural elements missing or incorrectly positioned. Paragraphing

Low is inconsistent or illogical. Significant deviations from standard formal letter
format.
3. Language and Tone
Band Descriptor

Consistently appropriate formal register. Sophisticated vocabulary with
High precise word choice. Varied sentence structures with complex constructions.
Tone perfectly matched to purpose and audience.

Generally appropriate formal register with occasional lapses. Adequate

vocabulary with some precise word choices. Some sentence variety but may

Middle
rely on similar structures. Tone generally appropriate with minor
inconsistencies.
Frequent lapses into informal language. Limited vocabulary with imprecise
Low word choices. Repetitive sentence structures or fragmented sentences.

Inappropriate tone for purpose or audience.

4. Grammar and Mechanics

Band Descriptor

High Consistently accurate spelling, including difficult or technical words.
Punctuation is used correctly and effectively, including more sophisticated



Band

Middle

Low

Descriptor

marks. Grammar is consistently correct with complex structures handled

confidently.

Generally accurate spelling with errors mainly in difficult words.
Punctuation is mostly correct with occasional minor errors. Grammar is

generally accurate with some errors in complex structures.

Frequent spelling errors including in common words. Basic punctuation
errors that affect meaning. Grammatical errors that impede understanding

or create ambiguity.

5. Overall Effectiveness

Band

High

Middle

Low

Descriptor

Letter achieves its purpose with outstanding clarity and impact. Engages the
reader effectively and presents a compelling case. Shows excellent awareness
of audience and context. Demonstrates sophisticated communication skills

beyond the expected level.

Letter achieves its purpose adequately. Generally engages the reader and
presents a reasonable case. Shows awareness of audience and context.

Demonstrates communication skills appropriate to age level.

Letter partially achieves its purpose or fails to achieve it. Limited
engagement with reader. Shows limited awareness of audience and context.

Communication skills below expected level.

Assessment Strategy

Examiners typically use a holistic approach when assessing formal letters, meaning
they consider the overall impression as well as specific components. A letter that
excels in most areas but has minor weaknesses in others can still achieve a high mark.
However, significant deficiencies in core aspects like structure or addressing the task

requirements can substantially impact the overall assessment.



When preparing, aim to develop strengths across all assessment domains rather than
focusing exclusively on one area. Remember that content, structure, language,

accuracy, and effectiveness all contribute to creating a successful formal letter.

Conclusion

Mastering the art of formal letter writing is a valuable skill that extends far beyond the
Selective Test. While digital communication continues to evolve, the principles of clear,
structured, and purposeful writing remain essential in academic, professional, and civic

contexts.

Throughout this guide, we have explored the fundamental components of effective formal
letters—from proper structure and formatting to sophisticated language use and
persuasive content development. We have examined common pitfalls to avoid and

provided practical exercises to strengthen your skills.

As you prepare for the Selective Test, remember that excellence in formal letter writing
comes through consistent practice and thoughtful application of the principles outlined in
this guide. Each letter you write is an opportunity to refine your technique and develop

greater confidence in your communication abilities.
When faced with a formal letter task in the Selective Test, approach it methodically:

1. Carefully analyse the requirements of the task

2. Plan your response, considering purpose, audience, and key points
3. Structure your letter with all necessary components

4, Write with clarity, formality, and precision

5. Review your work, checking for errors and opportunities to enhance

Beyond the test itself, the skills you develop through mastering formal letter writing will
serve you throughout your educational journey and into your future career. The ability to
communicate professionally, persuasively, and with structural integrity is highly valued

across disciplines and industries.

We encourage you to continue practising and refining your formal writing skills even after
the Selective Test. Each letter is not merely an assessment task but an opportunity to
develop a lifelong communication skill that will open doors and create opportunities
throughout your personal and professional life.



"The art of writing is the art of discovering what you believe."

— Gustave Flaubert

© Scholarly

This comprehensive guide to formal letter writing for the Selective Test follows British English
conventions and standards.



