Week 3 — Formal Letter Writing

* This week we will complete our
formal letter based on the issue of
plastics and pollution.

* You will then write your own formal
letter using the skills you have
learned so far.



We are writing a formal letter
based on the important issue of
plastics and pollution!




You will need your poster from last
week which outlines your plastic
issues and solutions.

Here is the
e example from
o I last week!




Preparation

This checklist will guide you through your writing:

» write our address/ date in the top right hand side.

« write the recipients address to the left of the paper.

« write “Dear ............. ?

« create an introduction stating what the purpose of the letter is.

« make 3/4 main points about the effects of plastic pollution on the
planet.

« think of 3/4 main solutions to write about.

« conclude the letter.

« sign off using “Yours sincerely,”



Layout- a reminder!

A Company

123 Business Street ._ _. YOUF address
London

W1 2AB

Phone: 020 123 4567

7th January 2016 —_ — Date

Polly Person
5 Hilly Street

Sheffield - : Recipient’s address
S13YZV

.
Dear Ms Person @) . G reetl ng
XXXXXX KO0 X000 OO0 XXXUXXXK XXX XKXXXXX. XXXXXX XXX X
XXXX XX XXX X XXXXXXXAXXX. X 2000 X000 XXXXAAXAX X XX XXX XXX M . b d

XX XXXX. XXXXX XX XX XOXXXXX XXXX X XXXXX X XXXXXX. X XXX . . a I n O y

XXXXXX XXXXXXXX X XX XXX XXX XX XXXX. XXXXX XX XXXX X XXXXX

XXX X XXXXX X XXXXXAX.

XXXX XXXX X XX XX XX XXX XXXX X XXX XXX.

Yours sincerely

John Smith @— —® Closing farewell

Manager

twinkl.com



Task 1 :Writing your formal letter.

How to start!

You can either use your own
lined paper OR use the
templates in the resource
area....... Week 9 Formal
Letters Task 1- Templates.
You should be able to write at
least a page which is why you
might choose to use your own
paper!



Information needed for the top of
your letter.

A Company
EQHdBusmessStrm.— — = = = Youraddress
W1 248
Phone: 020 123 4567
Tthlonuery 2016 mel - m— o— - Date
Polly Person
5 Hilly Stree 1 o
Sjad | O= = = == — = =— =— 0 Recipient’s address
§1312v
e = = = =0 C(reeting| Please use your own address and date

at the top right.
To the left , add in who you are writing

to:
Then: Mr Philip Smith,
Dept. of Environment,
Dear Mr Smith, Whitehall,
London.

KTY 8LI.

twinkl.com



Introduction

Now you need to write a small paragraph to introduce what
the purpose of your letter is.
You might choose to start with one of these examples?

« | am writing to you as | am very concerned.........

* The issue of plastics and pollution is now so critical that |
must............ .

* The future of our planet is at a critical stage partly due to
the use of.......... .

winkl.com



SSUES

-

Issue 1: add
writing
here.....

Main body of the letter

SOLUTIONS

* This is a suggested outline

but you might have a
better idea?

* You can write or use the

computer.

* Draw or cut/ paste

pictures,

* Include your 3/4 issues

and solutions from Task 4.

Now write your
paragraphs
about plastics
and pollution
issues.

Then your
paragraphs with
solutions to
these problems.



How will you end the letter? Can you make up your

owhn sentence or two to finish off. Here is an
example:

Yours sincerely,

Ben Jones
Year 5

=N
[ ]

2. Then the writer uses “ Yours sincerely,” because we

3. Finally sign the letter with your name.

Notice the final sentence which concludes the letter.

know the name of the recipient. (Mr Smith)

twinkl.com



Task 2 : Reading and Understanding a
formal letter regarding a complaint.

Formal letter of complaint

Mr and Mrs Jones

e « Read a copy of Week 9

| Formal Letters- Tasks
2&3-Letter of Complaint.
S ':.;":'t;;;;:‘;;;'.;:f:ﬂ:‘ii:i.:‘::.:f:r;‘z.;l., e Answer the readi ng
R analysis questions in your

il v eonbrd oy dnght’s o s home learnin g book.

I expecta

lain about the terrible service 1 received

inside. We im y reported it Yur mar

v ordered the

probat

our disastrous meal and am enclosing the re

await Iy which we expect to be with us in the next seven days

twinkl.com



¢ Task 3- Writing a
7N Q’fl‘ response!
<5,

Bex, * You are the manager at McDonalds.

/ ~ - Can you write a reply to the Jones
Family using a formal style of writing?

« Remember how to structure your
letter.

* You might want to use the template
from Week 9 Formal Letters- Tasks
2&3- Letter of Complaint to help you
OR you may prefer to use lined paper.

-~

ar
Please send us your letters using our e-mail

addresses!



« Can you think of someone who inspires
you; someone you look up to?

* It could be someone famous or it could
be a family member or a friend!

« Plan and then write a letter to your
chosen person, describing why you find
him/her so inspiring.

Challenge

* Write it out neatly using the correct
layout and send it off to your chosen
person.

* TOP TIP- if the person is famous, you
can often find a contact address by
googling on the internet!




