
Why Are Letters Important?

Have you ever received a letter?

What was the letter about?

Did you keep the letter to share again?

Did you write back and send a reply?



To make 

appointments

To send a 

postcard telling 

someone about 

your holiday 

To say, 

“thank you.”

To write to 

friends or family









Answer







How did you get on?











Writing Informal letters



Let’s start by reading an example

As you read the letter, can you 
think about how you know the  

letter is informal , written from one 
friend to another!



27 Common Lane,
Familiar Town,

Yorkshire,
S24 9TD.

24th March 2020.

Hi Billy,

I am sorry for not writing sooner. Honestly, I have been meaning to 
contact you ever since you moved away and I shouldn’t have taken so 
long.

How is your new house? You’re probably still getting used to the smaller 
bedroom. I hope you’ve managed to unpack everything now. 
Somewhere nearby, is there a park you’re allowed to go to? No way will 
the equipment be as exciting as where we used to hang out, I bet!



At night, when I’m on my own, I keep wondering whether you would’ve 
had to move if your mum hadn’t found out what we were doing. She said 
that moving away was for your own good but I don’t see how it can be 
good to make you leave immediately with no explanation. We were so 
close to the source of the truth too. There’s still something strange about 
that scratching noise, which we kept hearing, coming from the woods.

It’s not like we were misbehaving. Maybe curiosity just got the better of us 
and we should have known better or maybe we really are too mischievous 
for our own good, like we kept getting told! We were such a great team 
though you and me. Even if it was you that first suggested exploring near 
the cemetery, you didn’t have to persuade me. I made my own decision so 
don’t blame yourself. I still reckon we’d have been fine if the thunder and 
lightning hadn’t started. Eventually, in the mud and the darkening night, 
the trail out of that place just seemed to disappear.



We have a new neighbour now. Mum says that the family is a nuisance. 
I miss you all even that little sister of yours! Please apologise to your 
mum for everything that happened but don’t tell her that I’m definitely 
still determined to uncover the secret of the hooded gardener and the 
stolen animals.

Got to go now. Hope we get to see each other again sometime soon. 
Write back if you can.

From your best mate (forever),
Greg



Task 1-Fill in the  checklist to 
provide key features of informal 
letters

letter checklist



Task 2- Repeat Task 1 using a 
different letter.

Did you notice any similarities or differences?



Now it’s your turn to write an 
informal letter:

Task 3:

Write a letter to a  good friend about a favourite day 
during lockdown. It could be about a trip to the 

seaside/ countryside, a favourite bike ride, a baking 
challenge, fun in the garden, outdoor learning etc 

• Don’t forget to include key features : look at the  checklist.
• You can write your letter on paper OR use the template 

provided.



Resources



Don’t forget to use the correct structure when writing out 
your letter. Here is an example!



Formal letters

What is a formal letter?

A formal letter is used for writing to 

people for an official purpose, to someone 

they aren't familiar with. Often the purpose 

of a formal letter is serious, such as job 
or school application.



Let’s read and understand an 
example.

Read the letter about Whales in Captivity
(Week 7 Task 4 letter) and then answer 

some questions using the sheets (week 7 
Task 4 Comprehension Questions.)



Task 5 – Looking for key features of 
formal letters.

Use the letter about “Whales in Captivity” to fill in 
the checklist ( Task 5.)


