
Section A – Key vocabulary
Section C – Formal Letter

Knowledge Organiser  Y10 ESOL – Informal/Formal letters – Autumn 2 
:

KEY 
WORD

SYNONYMS

formal official, legal, authorized

informal colloquial, casual, relaxed

letter written type of text

greeting a polite word or sign of 
welcome

Sincerely/Fait
hfully Yours

Used to sign off to indicate 
sincerity 

cohesive 
devices

linking words, discourse 
markers

purpose the reason for which 
something is done (why are 
you writing)

audience public, spectators, readers 
(who are you writing for?)

   


