
IELTS Semi-formal Letter Sample  

 

You are experiencing financial problems and want to ask your landlord if you can 
pay your rent late. Write a letter to your landlord. 

In your letter explain: 

 Why you are writing to him 
 Why you cannot pay the rent 
 When you will pay the rent. 

 

 

Write at least 150 words 

You do NOT need to write any addresses 

Begin your letter as follows: 

Dear…….., 

 
Model Answer 

Dear Mr Strickland, 

I am writing to you to request that you allow me to pay my rent late this month. 

I’ve been a tenant with you for a number of years now, and, as you know, I have always 
paid my rent on time. However, I am having a few financial problems at the moment. 
Last month, I was made redundant from my job because the company I work for is 
closing down. Because I have not worked at the company for long, I have not received a 
redundancy payment, therefore leaving me short of money this month. 

I can assure you that I will be able to pay the rent on the 15th of next month. I have now 
found another job, and they have kindly agreed to give me an advance on my wages, 
but they are unable to arrange this until next week. 

I hope this will be acceptable to you, but please contact me if it is a problem. 

Yours sincerely, 

John Streetham. 

(167 Words) 



IELTS Sample Letters - Comments 

The letter is well-structured as the writer makes it clear in the first sentence why the 
letter is being written, gives further details of the problem in the first body paragraph, 
and then in the final paragraph sets out when payment will be made. 

The tone of the letter is appropriate as it is polite (I am writing to you to request..., I 
can assure you...., I apologise for this problem..., please contact me if it is a 
problem... ). 

The opening and closing of the letter are correct for a semi-formal letter to someone if 
you know their name (Dear Mr Strickland..., Yours sincerely... ). 

There are good examples of correct use of tenses, demonstrating that the writer has a 
very good working use of grammar: 

1. present continuous for what is happening now: I am having a few financial 
problems at the moment 

2. past simple passive for events in the past and when the subject is not doing 
the verb: I was made redundant 

3. Future: I can assure you that I will be able to pay 
4. Present perfect: I have now found 

 


