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Preface 
  

IELTS General differs from IELTS Academic in terms of Reading and Writing. IELTS General Writing 

Task 1 comprises of letters to be written either formally, semi formally or informally. An IELTS 

Candidate gets about 20 minutes for the Writing Part 1 section. Therefore, it is absolutely necessary 

that you invest time in practicing the IELTS Writing Task 1 for this module.   

IELTS General Writing Task 1 with Sample answers aim to develop both test-taking skills and 

language proficiency to help you achieve a high IELTS Writing score. It contains 20 sets of General 

Writing Task 1 (letters) that appeared in the tests conducted in 2020. Each set contains one formal, 

semi-formal, and informal letter. Additionally, it also contains a number of formal and informal 

letters that appeared in actual 2020 tests along with sample answers.   

While writing answers for these questions and comparing with the sample answers, you would be 

able to evaluate the nearest possibility on how difficult the IELTS Writing section is in the real exam. 

Moreover, these tests are extracted from authentic IELTS bank source; therefore, you are in all 

probability to take these tests in your real examinations.   

   

Don’t just trust to luck in your IELTS exam – the key is practice!   
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IELTS General Writing Task – 01 
 

Difference between formal, semi-formal, informal letters   
 

In General Writing Task 1, you will be asked to write three kinds of letters   

• Formal    

• Semi-formal    

• Informal   

   

   

Formal letter   
 

A formal letter usually is written to someone whose name you don’t know or are not aware of. It 

could be a mayor, a company’s manager (not yours), complaint letter, bank, etc.    

   

You could open a formal letter as follows:   

• Dear Sir or Madam,   

You could close a formal letter as follows:   

• Yours faithfully,   

   

Semi-formal letter   
 

A semi-formal letter will usually be to someone you know, or at least you know their name even if 

you do not know them well. It could be to your manager, landlord, employer, teacher, doctor.    

You could open a semi-formal letter as follows:   

• Dear (name)…   

• Dear (title) (name)…   

   

You could close a formal letter as follows:   

• Kind regards   

• Best regards   

• Regards   

• Your sincerely,   

Informal letter   
 

An informal letter is usually written to someone you know very well, like a family member, friend, 

work place peer.   

You could open an informal letter as follows:   

• Dear (name), * *Preferably the first name.    

   

You could close an informal letter as follows:   
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• Best wishes   

• Best regards   

• Regards   

• All the best   

• See you around   

• Lots of love   

• Cheers   
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SET OF LETTERS 
 

SET 1   
 

 

 

 

You ordered equipment online. However, when you received it, it was damaged. Send a letter to 
the manager of the company.   
In your letter, you should tell:   

• giving the details about the equipment   

• explain the damage   

• suggest what you want the manager to do.         (IELTS General Dec 2020) 
   

SAMPLE ANSWER:   
 

Dear Sir/Madam,  

  

I'm writing this letter to inform you about a faulty delivery made by your company.    
   

Last week, I ordered a Chimney for the kitchen from your online store. I unpacked and assembled 

the Chimney, and when I put it to work, it created a loud, jarring noise. Upon enquiring with a local 

electrician, he reported that the Chimney's noise controller was not working properly. I am 

disappointed with the product as I had ordered an A-grade chimney from a reputed online store, 

which cost a huge fortune.   
   

I immediately called the customer service and registered my complaint. They gave me a complaint id 

for future reference. I regret to inform you that it has been over a week and no action has been 

taken on the issue. I repeatedly called the customer service quoting my complaint id. Every time, I 

was told that they would look into the matter.    
   

At one point, I got frustrated and decided to write to you. I have a five-year warranty for the 

Chimney. So, I would like you to replace the Chimney or at least the noise controller. If not, I request 

a refund.    
 

I am looking forward to your immediate action in this regard.   

   

Yours sincerely,  

Adam   

  

Formal Letter  
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You are planning a week-long vacation and you need someone to take care of your house while 
you are away. Write a letter to your neighbor and tell them that you are going away.   
In your letter, you should:   

• explain why you will be away.   

• ask them to take care of your house   

• Explain what tasks you would like your neighbor to do.  (IELTS General Jan 2021) 
   

SAMPLE ANSWER:  
 

Dear Shyam,  
   

I'm writing to let you know that I'm going on a month's trip to Delhi with my family to visit my Aunt. 

I'm utilizing the LTC (Leave Travel concession) component given by my Bank. I need your help and 

support during this period to take care of my house when I'm away.   
   

I've made arrangements for my brother Jim who stays nearby to visit the house every week. I've also 

informed my maid about Jim's timings. She will come to the house when Jim is in, so that he can 

monitor the house's cleaning. Also, I have handed over the keys to security. But I insist that you 

attend to any visitor who may accidentally visit my place. Also, please collect any letters or couriers 

in my absence and hand it over to Jim. I hope that it is not too much of a favour to ask. I will also 

ensure that you get connected with Jim on Whatsapp.   
   

Kindly reply and let me know if you can manage the situation. If not, I will make alternate 

arrangements.   
   

Yours truly,   

Andrew   

  

Semi-formal Letter  
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There is a public event coming up in your town. Write a letter to your friend who you think would 
be interested to take part in it.   
 In your letter, you should:   

   

• describe the event   

• explain why you think he/she would be interested in it   

• suggest an arrangement to meet there with him/her.  (IELTS General Nov 2020) 
   

SAMPLE ANSWER:   
 

Dear Emily,   
   

I hope this letter finds you in good health. I can imagine your excitement in reading this letter. Yes, 

I'm inviting you to my place, Assam, this April. I know it is the end of your college's second semester, 

and you would be wondering how to spend the holidays. Don't think anymore. Just get on a flight 

and come down to Assam.   
   

In April, there is a festival called Baishagu. It is celebrated by the tribe called 'Boro Kacharis' of 

Assam. It is celebrated at the onset of springtime to welcome mother nature. Many traditional 

instruments such as Khawbang, Jotha, Gogona, Siphung, Kham will be played. At the end of this   

Baishagu Festival of Assam, a community prayer called "Garjasali" will be held where all Assamese 

will get together in a common place. As you are interested in exploring different cultures, I'm sure 

that this event will be a great entertainment and learning experience for you.   
   

I've made arrangements for you to stay at my home. I'll pick you up at the airport. Convey my 

regards to your parents.   
 

With lots of love,  

Jane.   

 

Informal Letter  


