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Experiences and Outcomes covered: LIT 2-26a, LIT 2-28a








Informal Letters





Use the correct layout.


Use less formal language.








Body of letter is in paragraphs, which need not be linked.





Greeting: “Dear ..” 








It is appropriate to use contractions (e.g., “don’t”, “can’t”)





Only first name needed





Other possibilities include “Yours truly”, “Best wishes”, “Kind regards.”





Date





Your address





1, Oak Avenue


Woodford


WP12 3RT


03.06.12.





Dear Louise,





	       I thought I would write as I haven’t seen you for ages.  Have you given up going to judo?





I met Julia in the library on Saturday.  She said she would like us to go and see a film together sometime soon.  What do you think?





Things are going well with me.  I’ve got a part time job in a newsagent which gives me a bit of money to treat myself from time to time!





I hope we can meet up sometime soon.





			Love,


				Karen


			





			











Writing Targets�
�
Address(es), correctly laid out     �
�
�
The date�
�
�
An appropriate greeting�
�
�
Reason for writing�
�
�
Background information�
�
�
Appropriate topic/ points in detail, clearly linked and developed�
�
�
Appropriate tone – either formal or informal�
�
�
Thoughts, feelings, opinions with reasons�
�
�
Vocabulary appropriate to audience�
�
�
An effective conclusion, linked to purpose�
�
�
Appropriate signing off�
�
�
�
�
Core Targets�
�
Accurate punctuation�
�
�
Sentences of varied length and type�
�
�
Accurate use of paragraphs for separate ideas and events�
�
�
Appropriate layout�
�
�
Spelling – most words correct�
�
�
Use neat handwriting�
�
�









