
Format of a Formal Letter (Editorial) 
 
 
The Editor  
Newspaper’s Name 
Newspaper Office Address 
City - Pin Code 
  

Subject: _______________________________ 
 
 Sir, 

 __________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
             

Thanking you, 
Yours truly, 

           Full Name 
Sender’s Address 

 City – Pin Code 
Full Date 

 
 
 

   
    

 
 
 
 

 

 

STAMP 

To, 
Receiver’s Name 
Receiver’s Address 
City – Pin Code 

STAMP 


