Letters 1

Ask for ideas of purpose of letter and types of letter that they can think of – thankyou, sorry, chat, formal, complain, congratulations etc.

Look at selection of letters.  Identify any similarities/differences.  Could be done as an envoy/jigsaw task.  Discuss.  Look at how we know who the letter is to, who it is from?

Make a poster to show letter features – address, opening line and examples, closing line and examples, use of paragraphs, date.

Letters 2

Identifying he difference between formal and informal letters.  Introduce the idea that different letters are written for different purposes.  Would a letter to tell the Queen about our trip to Kentwell be the same as one we would send to a friend 

Look at 2 letters on the same subject, one formal, one informal.  As a mixed group try work out the differences between them – tone and use of language, use of personal pronouns, first/third person.  

LA – unscramble the letters that have been mixed up.  Paste together on the right notepaper 

HA – make a table showing the features of a personal letter with an example and how that would read if it was a formal letter.

Acme Products

Bell House

Bell Industrial  Estate

Cambridge

CB1 4SW

Miss S Brown

35, Jubilee Close

Cambridge

CB3 1AU

8th March 2005

Acme Products

Bell House

Bell Industrial  Estate

Cambridge

CB1 4SW

8th March 2005

Correct order of sentences

Dear Miss Brown,

We received your letter dated the 20th April.

We are sorry that you did not find our product met your expectations.

Please accept our apologies.

We have enclosed a money-off voucher that you can use with your next purchase.

We hope you will continue to buy our product as it is, according to market research, the best of its kind.

Yours faithfully,

Richard Smith

Marketing Manager

Dear Sally,

Thank you very much for writing to me.

I hope you understand how upset I am that didn’t like my company’s product. 

I am so sorry.

 Next time you buy my company’s product why don’t you use this money-off voucher that I have put in the envelope for you.

Did you know that everyone says our company’s product is simply the best there is?  I think they are right, don’t you?

Lots of love,

Richard

Mixed up sentences to be cut up and re-arranged.

Dear Miss Brown,

Thank you very much for writing to me.

Marketing Manager

We received your letter dated the 20th April.

Did you know that everyone says our company’s product is simply the best there is?  I think they are right, don’t you?

We are sorry that you did not find our product met your expectations.

Richard

Dear Sally,

I hope you understand how upset I am that didn’t like my company’s product. 

Yours faithfully,

We have enclosed a money off voucher that you can use with your next purchase.

I am so sorry.

Richard Smith

We hope you will continue to buy our product as it is, according to market research, the best of its kind.

Lots of love,

Next time you buy my company’s product why don’t you use this money off voucher that I have put in the envelope for you.

Please accept our apologies.











































