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and academic settings = _
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What Is Formal English?

Professional Language Structured Respectful Tone
Communication

Uses complete sentences, proper Maintains a polite, objective, and

grammar, and sophisticated Follows strict rules of grammar and respectful tone suitable for official
vocabulary for business and avoids contractions, slang, or situations and written documents.
academic contexts. casual expressions.

Formal English is the standard language used in professional environments, academic papers, business letters, and official
presentations where clarity and professionalism are essential.
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What Is Informal English?

Casual Communication
« Uses everyday language, contractions, and
conversational expressions

« Includes slang, idioms, and colloquial phrases common
in daily speech

« Allows incomplete sentences and relaxed grammar rules

« Creates a friendly, approachable tone for personal
interactions

Informal English is perfect for conversations with friends,
text messages, social media posts, and casual emails where
building rapport matters more than formality.
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Key Differences Between
Formal and Informal
English

Vocabulary Choice

Formal: "Purchase, assist, inquire" - Informal: "Buy, help, ask"

Contractions

Formal: "I am, do not, cannot" - Informal: "I'm, don't, can't"

Sentence Structure

Formal: Complete, complex sentences - Informal: Shorter, simpler
sentences

Tone and Style

Formal: Objective and impersonal - Informal: Personal and
conversational
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When to Use Formal English

—0— —0— —0—

Business Letters and Academic Papers and Job Applications

Emails Reports Resumes, cover letters, and
Writing to clients, supervisors, or Essays, research papers, and school interview responses must use
professional contacts requires assignments demand formal formal language to make a strong,
formal language to convey respect English to demonstrate critical professional impression.

and professionalism. thinking and proper writing skills.

Official Presentations Legal Documents

Speaking at conferences, meetings, or formal events Contracts, agreements, and official correspondence
requires clear, structured, and respectful language. must be precise and follow formal conventions.
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When to Use Informal English

O
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Personal Conversations

Chatting with friends, family members, or peers in casual
settings where building connection matters most.

Casual Emails

Writing to classmates, close colleagues, or friends about
non-professional topics or everyday matters.
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Text Messages and Social Media

Quick communication through messaging apps, social

platforms, and informal digital channels.
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Everyday Interactions

Speaking with store clerks, neighbors, or in relaxed social

situations where formality isn't expected.
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Formal English Examples

Business Email Opening

"Dear Mr. Johnson, I am writing
to inquire about the position
advertised on your company
website. I would appreciate the
opportunity to discuss my
qualifications further."

Key Characteristics

« No contractions used
« Polite, respectful tone
« Complete sentence structure

« Professional vocabulary

Academic Writing

"The research demonstrates that
effective communication
strategies significantly improve
organizational performance. This
study examines three primary
factors contributing to success."
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Professional Request

"Could you please provide an
update on the project status at
your earliest convenience? I
would be grateful for any
information you can share."

o
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Informal English Examples

Text to a Friend Casual Conversation Social Media Post

"Hey! Wanna grab lunch later? I'm "That movie was awesome! [ can't "Just finished my assignment! Time
thinking we could check out that believe how it ended. We should to chill and watch some Netflix.
new pizza place downtown. Let me definitely see the sequel when it Who's got recommendations for
know!" comes out." me?"

Key Characteristics

« Uses contractions freely

« Includes slang and casual phrases
« Shorter, conversational sentences

« Friendly, relaxed tone
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Common Mistakes to Avoid

Mixing Formal and Informal Styles

Wrong: "Dear Sir, I'm gonna apply for the job you posted."

Right: "Dear Sir, I am writing to apply for the position you
advertised."

Using Slang in Professional Writing
Wrong: "The project is gonna be awesome and we'll totally crush
it!"

Right: "The project will be successful, and we are confident in
achieving our goals."

Being Too Formal with Friends

Wrong: "Greetings, would you care to accompany me to the
cinemar”

Right: "Hey, want to catch a movie later?"

Ignoring Your Audience

Always consider who you're communicating with and adjust your
language accordingly. Context determines whether formal or
informal English is appropriate.
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Conclusion - Choosing the
Right Language Style

Ol

Analyze Your Audience

Consider who will read or hear your message and what relationship you
have with them.

02

Evaluate the Context

Determine whether the situation is professional, academic, or casual to
guide your choice.

03

Choose Your Vocabulary

Select words, phrases, and tone that match the formality level required.

O4

Review and Adjust

Always proofread your communication to ensure consistency in style
and appropriateness.

@ Remember: Mastering both formal and informal English gives
you the flexibility to communicate effectively in any situation.
Practice switching between styles to become a confident,
versatile communicator in school, work, and social settings.
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