
IELTS Genera l Writing Task 1: Le tte r 
Sam ple  Answers 

Genera l 
To understand  the  te st form at of the  IELTS Writing Task, it is  use fu l to  study 
sam ples of successfu l answers. Pay a tten tion  to  the  structure  of the  le tte r; 
wha t words and  gram m atica l constructions a re  used . In  th is ta sk you  can  
write  form al and  inform al words and  expre ssions. 

To understand  the  te st form at of the  IELTS Writing Task, it is  use fu l to  study 
sam ples of successfu l answers. Pay a tten tion  to  the  structure  of the  le tte r; 
wha t words and  gram m atica l constructions a re  used . In  th is ta sk you  can  
write  form al and  inform al words and  expre ssions. 

Fo rm a l Le t t e r s  

WRITING TASK 1 

You should spend a bout  20 m inut es on t his t a sk. 

You a re  due  t o st a rt  a  new job next  week but  you will not  be  a ble  t o 
beca use  you ha ve  som e problem s. 

Writ e  a  le t t e r t o your new em ployer. In  your le t t e r 

• expla in your sit ua t ion 
• describe  your problem s 
• t e ll h im / her when you t hink you ca n st a r t . 

You should  write  a t le ast 150 words. 
You do NOT need  to  write  your own addre ss. 

Begin  your le tte r a s follows: 

Dea r ..............., 

  

Dea r Ms Barnes, 

https://yourielts.net/prepare-for-ielts/ielts-writing/general


I a m writing concerning the position of Assista nt Office Ma na ger tha t I a m due to 
begin next Monda y. However, a  problem ha s a risen. 

As you know, I currently work for my uncle's food-pa cking business, a nd you will 
remember from my interview tha t I ha ve ga ined va lua ble experience there. 
Unfortuna tely, he ha s ha d to go into hospita l for a n opera tion, lea ving my a unt in 
cha rge of both the home a nd the business. She ha s asked me, a s this is a  
pa rticula rly busy time of yea r, to sta y on a nd help her with the running of the 
office. 

I rea lise this will be inconvenient to you, but very much hope tha t, given the 
circumsta nces, you would be prepared to a llow me to ta ke up my position with 
you two weeks la ter tha n pla nned. 

I would like to empha sise tha t I rema in very keen to work with you, a nd tha t I will 
be ga ining further useful experience during this time. 

I look forwa rd to hea ring from you. 

Yours sincerely, 
John Forbes 

 

On a  recent  holida y you lost  a  va lua ble  it em . Fort una t e ly you ha ve  t ra ve l 
insura nce  t o cover t he  cost  of a nyt hing lost . 

Writ e  a  le t t e r t o t he  m a na ger of your insura nce  com pa ny. In  your le t t e r: 
• Describe  t he  it em  you lost  
• Expla in how you lost  it . 
• Te ll t he  insura nce  com pa ny wha t  you would like  t hem  to do. 

Dea r Sir or Ma da m, 
I a m writing in connection with a  la ptop I lost la st weekend which was under the 
tra vel insura nce with your compa ny. 

Tha t was the ‘HP’ bra nd la ptop which I bought la st month with a  price of USD 
650.00. It wa s bla ck colored a nd with the la test i-7 core processor technology 
covering a  2 yea rs of wa rra nty. 



I ha ve visited Goa  to spend my yea rly holida y a long with my entire fa mily 
member. The la ptop wa s stolen from my hotel room where we were a t sea  bea ch. 
It is to be mentioned here tha t the room wa s locked during tha t time. After 
returning I found myself in this unplea sa nt situa tion a nd conta cted to the hotel 
a uthority immedia tely a nd made a  serious compla int. Moreover, I ha ve ma de a  
Genera l Dia ry to the nea rest police sta tion for the sa me rea son. The copy of the 
GD is enclosed here. 

Therefore, I request you to properly investiga te the ma tter a nd a rra nge to pa y the 
cla imed a mount under insurance by a  cheque a t a n ea rly da te so tha t I ca n 
purcha se a  new one. Your ea rly a ction in this rega rd will be highly a pprecia ted. 

Yours fa ithfully, 
John Jolly 

 

You t ra ve lled by pla ne  la st  week a nd your suit ca se  wa s lost . You ha ve  st ill 
hea rd not hing from  t he  a irline  com pa ny. 

Writ e  t o t he  a irline  a nd 

• expla in wha t  ha ppened 
• describe  your suit ca se  a nd t e ll t hem  wha t  wa s in  it  
• find out  wha t  t hey a re  going t o do a bout  it  

  

Dea r Sir or Ma da m, 

I a m writing to you rega rding my suitca se, which wa s lost on the British Airwa ys 
flight from London to New York (BA123) on Ja nua ry 2nd. When I rea lized the loss 
on my a rriva l in New York I reported it to the counter sta ff. The a gent promised to 
give my hotel a  ca ll within the next hours, but unfortuna tely this did not ha ppen. I 
ha ve conta cted British Airwa ys numerous times since by phone without being a ble 
to loca te the suitca se. 

My suitca se is ma de of da rk blue fa bric with bla ck handles a nd a  single. It 
conta ins clothing, presents for friends I will visit a nd photogra phic equipment I 



wa s planning to use on my trip. I a lrea dy ha d to buy some cloths a nd toiletry for 
which I a tta ched the receipt to this letter expecting you to refund my expenses. 

I hope this ma tter ca n be resolved very soon a s I pla n to continue my trip to 
Ca lifornia  on the 7th of Ja nua ry a nd will no longer be a ble to pick up the suitca se 
in New York a fter this da te. You ca n rea ch me on my mobile 123456789. 

Yours Fa ithfully, 
Chuck Berry 

In fo rm a l Le t t e r s  

WRITING TASK 1 

You should  spe nd about 20 m inu tes on  th is ta sk. 

You wa nt  t o se ll some  of your furnit ure . You t hink a  friend of yours m ight  
like  t o buy it  from  you. 
Writ e  a  le t t e r t o your friend. In  your le t t e r 

• expla in why you a re  se lling 
• describe  t he  furnit ure  
• suggest  a  da t e  whe n your friend ca n com e a nd see  t he  furnit ure  

Write  a t least 150 words. 

You do NOT need  to  write  any addresses. 

Begin  your le tte r a s follows: 

Dea r ..............., 

  

MODEL ANSWER 
This m ode l has been  prepared  by an  exam iner a s an  exam ple  of a  ve ry good 
answer. However, p lease  note  tha t th is is  ju st one  exam ple  ou t of m any 
possib le  approaches. 

Dear Jan , 



As you know, we 'll be  m oving to  a  new house  soon and  the re  a re  a  few th ings 
tha t I won 't be  ab le  to  take  with  m e . The  ne w house  is  a  b it sm alle r so I have  
to  se ll som e  furn iture  and  I was wondering if you  m ight be  in te rested? 

In  pa rticu la r I want to  se ll m y b ig d in ing tab le . Do you rem em ber it - the  one  
in  the  living room ? It has wooden legs and  a  grey glass top  and  it’s  b ig 
enough for six pe ople . There  a re  six m atching cha irs to  go with  it. 

I know you 've  a lways liked  th is furn iture  so I could  le t you  have  it a t a  good 
price . I'd  ra the r se ll it to  you  than  to  a  stranger! 

Why don’t you  com e a round and  take  another look a t them  on  Sa turday? 
We’ll be  he re  a ll da y, so m aybe  we  could  have  som e lunch  toge the r? 

Give  m e  a  ring and  le t m e  know. 

Love , 
Shanda . 
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