
Level of Formality

How formal or informal a business message should be depends on several factors, for example: your relationship to
the reader, the purpose of the message, the type of correspondence and the business writing norms of the company
you are writing to or for. 

Achieving the right level of formality can be a challenge. If your message is too formal for the situation and the
reader, you may come across as overly serious or distant. If the message is too informal, the reader may think 
you are unprofessional. 

1 Look at the messages below. What makes them formal or informal? Are they appropriate for the
audience and the situation? Why?

2 Rewrite the messages using the appropriate degree of formality.

Memo

To: Management Staff
From: Tammy Saunders (Director)
Date: March 16th, 2010
Subject: Fire Safety Training

LMN Inc. places great importance on the periodic assessment of the emergency preparedness of
all staff to ensure they understand the procedures to follow upon discovery of a fire on the
premises. Our most recent fire drill indicated that many staff members were unclear about these
procedures. In the event of an actual fire, this could prove to be life-endangering. As such, I am
requesting that all management staff review the fire drill procedures with their subordinates so
that everyone is clear on how to conduct themselves during a drill. 

Dear Ms. Dolma:

We got your letter asking us to cancel your long distance plan on December 3, 2009. Sorry but
we are going to have to charge you a penalty fee of $300 if you cancel this service before
January 10, 2011 because you’re locked into a three-year contract with us. I’m sending you a
copy of the original contract so that you can have a look at it. 

If you still don’t want the service, just send a cheque for $300 and I’m sure the customer
service department will have no problem cancelling your contract. 

Cheers,
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