
SPaG: Formal and Informal Writing
Aim: Prior Learning: Resources:
Recognise the difference between 
structures typical of informal speech and 
structures appropriate for formal speech 
and writing, (including the use of the 
subjunctive form.) 

I can identify the differences between 
formal and informal speech and writing 
and write in a formal style. 

It will be helpful if children have completed 
Y6 Formal and Informal Language: Speech 
Lesson 1.  Revision of letter writing would 
be useful.

Lesson Pack

Success Criteria: Key/New Words: Preparation:
I can identify and explain the differences 
between formal and informal writing.

I can write in a formal or informal style 
using appropriate language features.

I can recognise and use the subjunctive 
form in formal writing. 

formal, informal, subjunctive Activity Sheet Types of Writing Cards - 1 
per group

Formal Letter Example - 1 per child

Differentiated Activity Sheet Writing a 
Formal Letter - 1 per child

Activity Sheet Formal and Informal Text 
Types - 1 per pair 

Differentiated Activity Sheet Writing 
Emails - 1 per child

Mini Test - 1 per child

Application Activity - 1 per child

Assessment: Formal Writing
Children complete the Mini Test and Application Activity. They identify formal and Informal writing styles in the mini-
test and then re-write an informal text in a formal style to practise applying their learning. 

Introductory Activity: Formal and Informal Writing
Read the information from the first slide. Ask children to discuss when and why formal and informal writing could be 
used using the Types of Writing Cards Activity Sheet. Sort the cards into ‘formal’, ‘informal’ or ‘formal or informal’. 
Share and discuss the children’s reasons for sorting the cards this way. Can children correctly identify which texts 
could be formal and informal and recognise that the audience and reason for writing will affect the style of writing 
that is used?

Independent Focused Activity: Defining Formal Writing
Read the information about the features of formal and informal writing (and the use of subjunctive forms if required). 
Read the Formal Letter Example together. Discuss tricky vocabulary and formal writing features. (You may wish to 
revise the conventions of formal letter writing.) Children then complete the differentiated Writing a Formal Letter 
Activity Sheet to respond to the letter. Look for children who are able to write using a convincing formal style using 
the appropriate language features. (Can they use the subjunctive form?)

Review Activity: Formal and Informal Text Types
In pairs children complete the Formal and Informal Text Types Activity Sheet. 
Can children correctly identify which texts could be formal and informal and recognise that the audience and reason 
for writing will affect the style of writing that is used?

Consolidation Activity: Writing Emails
Children complete the differentiated Writing Emails Activity Sheet to practise writing in informal and formal styles. 
Look for children who are able to adopt and maintain the appropriate formal or informal writing style and associated 
language features to write for a specific purpose.
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Introductory Activity

Independent Focused Activity

Review Activity

Consolidation Activity

Assessment

Formal and Informal Writing
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Success Criteria

Aim
• Recognise the difference between structures typical of informal speech and

structures appropriate for formal speech and writing, including the use of
question tags and subjunctive forms.

• I can identify and explain the differences between formal and informal writing.

• I can write in a formal or informal style using appropriate language features.

• I can recognise and use the subjunctive form in formal writing.
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Introductory Activity
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Formal and Informal Writing

The style in which you write is specific to your reason for writing and the
audience you are writing for.

In some circumstances a formal style of writing is appropriate or expected and
in others a more informal style can be used.

Have a look at the Types of Writing
Sorting Cards with your group.

Which types of writing would you
expect to be written in a formal style?

Which would you expect to be
informal?

Can some types of writing be both?
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Formal and Informal Writing

Do you think the following types of writing are formal, informal or both?

a text message

an email

a letter

an essay for school

a diary

a report

a story

an information text

informal

formal and informal

formal and informal

formal

informal

formal

formal and informal

formal
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Formal and Informal Writing

What features do you think define a written text as formal or informal?

Discuss your ideas
with your group.

Discuss your ideas
with your group.

Discuss your ideas
with your group.
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Independent Focused Activity
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Defining Formal Writing

Remember, formal writing:

Is clear and to the point Has a more serious tone

Uses correct grammar
and punctuation

Uses specific vocabulary
for the subject

Often uses complex sentence structures
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Defining Informal Writing

Remember, informal writing may (but not in all cases):

Have a more ‘chatty’ tone
(conversational, e.g. kind of, so…)

Use more contractions and
abbreviations (it’s / TV)

Use text-style words (lol) Use clichés (raining cats and dogs)

As a general rule all the above should not be used in formal writing.
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The Subjunctive Form

Challenge: Do you think you can use the subjunctive verb form in
your formal writing?
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What would you suggest for these problems?

Did anyone begin their suggestion with the phrase,
“If I were you, I would…”?

Well done; you’re using the subjunctive verb form!

Giving Advice
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Huh? The subjunctive verb form? What’s that?

Have a look at these sentences, can you see anything unusual about the verbs?

If John were to get an A on his test, I would be very surprised.

Were I a little bit taller, I would be able to reach the shelf.

I would run if I were younger.

If I were him, I’d try a lot harder at school.

Strange New Verbs
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Wouldn’t we usually say them like this?

If John got an A on his test, I would be very surprised.

If I was a little bit taller, I would be able to reach the shelf.

I would run if I was younger.

If I was him, I’d try a lot harder at school.

Strange New Verbs
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The subjunctive verb form can be used to show
that we don’t think the situation is really possible.

I’m not going to cool down
anytime soon!

Japanese isn’t going to be
taught here.

Subjunctive Verbs
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The subjunctive verb form structure is really quite simple:

For all verbs except the past of ‘be’, you use the
same as the infinitive (basic) form.

be (past) be (present) all other verbs (past and present)

I were
you were

he, she, it were
we were
you were
they were

I be
you be

he, she, it be
we be
you be
they be

I work
you work

he, she, it works
we work
you work
they work

Subjunctive Verbs
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Actually, it’s even easier because the subjunctive doesn’t change
according to the person (I, you, he/she/it, etc.)

You don’t always notice this,
because it sometimes sounds like the

normal verb.

Subjunctive Verbs
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OK, that’s what it is, but what is it for?
The subjunctive verb form isn’t common in everyday British speech.

However, it is often used after formal verbs such as require, demand,
suggest, propose.

The governors propose that class 5 learn maths all day.

The Queen demands that all children be taught to curtsey.

Mrs Smith requires that James Brown go to her office now.

Might I suggest that your son wait outside until we have finished our chat?
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The subjunctive verb form is also used after formal expressions,

such as it is desirable/necessary/vital/essential.

It is desirable that the whole class be here early for the trip.

Is it necessary that you eat all your chocolate right now?

It is vital that each child bring their own water bottle to school.

It is essential that Magda take her hay fever medicine daily.

Other Uses
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Writing a Formal Letter

Read and respond to the formal letter on your activity sheet.
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Review Activity
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Formal and Informal Text Types

Use your knowledge of the types and features of formal and informal writing
to complete the table on the Formal and Informal Text Types Activity Sheet.
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Consolidation Activity
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Formal and Informal Writing

Remember formal writing:
Remember informal writing may
(but not in all cases):

• Is clear and to the point

• Has a more serious tone

• Uses correct grammar and
punctuation

• Uses specific vocabulary for the
subject

• Often uses complex sentence
structures

• Have a more ‘chatty’ tone
(conversational, e.g. kind of, so…)

• Use more contractions and
abbreviations (it’s / TV)

• Use text-style words (lol)

• Use clichés (raining cats and dogs)

As a general rule all the above
should not be used in formal
writing.
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Writing Emails

Can you adapt your writing style to suit the audience and purpose?

Write two email
responses to show you
can write in a formal
and informal style.
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Assessment
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Formal Writing

Use your knowledge of formal and informal writing styles to help you complete the
Mini Test. Then apply your formal writing skills to write an information text.
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Success Criteria

Aim
• Recognise the difference between structures typical of informal speech and

structures appropriate for formal speech and writing, including the use of
question tags and subjunctive forms.

• I can identify and explain the differences between formal and informal writing.

• I can write in a formal or informal style using appropriate language features.

• I can recognise and use the subjunctive form in formal writing.
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SPaG | Formal and Informal Writing

I can identify the differences between formal 
and informal speech and writing and write in 
a formal style. 

I can identify and explain the differences be-
tween formal and informal writing.

I can write in a formal or informal style using 
appropriate language features.

I can recognise and use the subjunctive form in 
formal writing. 

Avery Template: Name Badge Label, 8 per sheet | Compatible Products:15395, 25395, 42395, 45395, 48395, 5395, 8395, 88395, 85395.
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Formal and Informal Text Types

Header 1

Complete the table using your knowledge of formal and informal texts.

Text Type
Formal, Informal 

or Both

Reasons
(What language features 

does it contain?)

Example Text
(Find or write your own)

Diary

Story

Report

I can identify and explain the differences between formal and informal writing.

Regent Studies | www.regentstudies.com

https://www.regentstudies.com


Header 1

Formal and Informal Text Types
Text Type

Formal, Informal 
or Both

Reasons
(What language features 

does it contain?)

Example Text
(Find or write your own)

Letter

Information Text

Text Message

Essay

Email
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I can identify and explain the differences between formal and informal writing.
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I can write in a formal style using appropriate language features.
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I can identify and explain the differences between formal and informal writing.

Regent Studies | www.regentstudies.com

https://www.regentstudies.com


Regent Studies | www.regentstudies.com

https://www.regentstudies.com


Regent Studies | www.regentstudies.com

https://www.regentstudies.com


I can write in a formal style using appropriate language features.
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I can write in a formal style using appropriate language features.
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I can write in a formal style using appropriate language features.
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I can write about the same subject in a formal style and an informal style,

using appropriate language features.
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I can write about the same subject in a formal style and an informal style,

using appropriate language features.
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a) School is generally regarded as an excellent place in which 
to learn new facts. 

formal informal

b) The kids in class 6 were mega chuffed about their trip. 

formal informal

c) Assuming the report is satisfactory, work on the new 
classroom will commence tomorrow. 

formal informal

total for 

total marks

18

Name: Date:

3 marks

1. Are these sentences formal or informal?

3 marks

Formal and Informal Writing Mini Test 

Underline the vocabulary that helps you decide. Tick the correct box.

2. Re-write these sentences so they are more formal.

a) Tomorrow morning class 6 are off to the museum to see the new stuff they’ve got in.

b) The science teacher, Mr Jones, loves a bit of fishing after tea when school’s out.

c) All reading books need to be back in school pronto so that Mrs. Henley can sort the 
library out.
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2

total for 
this page

1 mark

2

total for 
this page

3 marks

3 marks

Formal and Informa Writing

3. Re-write these sentences so they are more informal.

4. List three types of writing which would usually require a formal style:

5. List three types of writing which would usually require an informal style:

a) The after school cookery class will commence in due course.

b) All students must ensure that their school identification cards are updated with the 
correct information.

c) It is with deep regret that we have to inform you of Mrs Warren’s decision to cancel 
the summer show.

3 marks

a)  

b)  

c)  

a)  

b)  

c)  
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**END OF TEST** total for 
this page

3

1 mark

3

total for 
this page

Score 
1 mark 

for each 
correctly 
identified 
answer. a) It is essential that Tom begin the homework at once.

b) If I were you, I would hurry with that homework.

c) Nemo always tries to swim faster than his friends.

d)  Mrs Soloman requests Lisa be excused from PE today.

e)  Croftwell School will soon be opening at weekends.

6. Which of the following sentences are written in the subjunctive mood?                                  
Tick them and then underline the subjunctive verbs in the sentences:

Formal and Informal Writing Mini Test
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AnswersFormal and Informal Writing Mini Test

a) School is generally regarded as an excellent place in which to learn new 
facts. Formal

b) The kids in class 6 were mega chuffed about their trip.  Informal

c) Assuming the report is satisfactory, work on the new classroom will 
commence tomorrow.

Formal

Are these sentences formal or informal?

Re-write these sentences so they are more formal. Example sentences suggested. Accept other suitably     
formal sentences.

a) Tomorrow morning class 6 are off to the museum to see the new stuff they’ve got in.

              Tomorrow morning class 6 will be visiting the museum to view the latest collections.

b) The science teacher, Mr Jones, loves a bit of fishing after tea when school’s out.

              The science teacher, Mr Jones, enjoys fishing in his spare time.

c) All reading books need to be back in school pronto so that Mrs. Henley can sort the library out.

            All reading books should be returned to Mrs Henley as soon as possible so that the library                 
           can be reorganised. 

Re-write these sentences so they are more formal. Example sentences suggested. Accept other suitably 
informal sentences.

a) The after school cookery class will commence in due course

              The after school cooking club will start soon.

b) All students must ensure that their school identification cards are updated with the correct information.

              All students need to make sure that the information on their ID cards is up to date.

c) It is with deep regret that we have to inform you of Mrs Warren’s decision to cancel the summer show.

             We’re sorry to tell you that Mrs. Warren has called off the summer show.

List three types of writing which would usually require a formal style: Here are some suggestions:

• Essay, report

• Business or professional letter

• Business or professional email

• Serious story

• Newspaper report.

List three types of writing which would usually require a more informal style: Here are some suggestions.

• Text message

• Letter or email to a friend

• Diary

• Light hearted story

• Magazine article

1 3 marks

2 3 marks

3 3 marks

4 3 marks

5 3 marks
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AnswersAnswersFormal and Informal Writing Mini Test

Which of the following sentences are written in the subjunctive mood? Tick them and then underline the subjunctive 

verbs in the sentences:

a) It is essential that Tom begin the homework at once.

b) If I were you, I would hurry with that homework.

c) Nemo always tries to swim faster than his friends.

d)  Mrs Soloman requests Lisa be excused from PE today.

e)  Croftwell School will soon be opening at weekends.

1 3 marks
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