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Topic: letters

Phase: KS2

Strand: Non-fiction/fiction

What should | already know? Diagrams/WAGOLL Vocabulary

+ Know where thesender’ address — S rTr——

+ St e treiener R o The geron ening e e

« Write an appropriate greeting e.g. B 45 ipient erson receiving

« Wrteond inroductionanduse VAl = Tiow you apen e RET €5
paragraphs St dear hietc

« Write in first person B65 305 Formal letter Professional e.g. letter of

* Know whether it is a formal or 23rd September 1939 complaint
nformal eter formalieer | Chaty lngusge

 Sign off letter appropriately yours o whom it may concern, Signoff THow to end the letter .g. yours.
faithfully or yours sincerely My name is Mr Tom Oakley and 1 am writing to you regarding the rumours of some city faithfully, yours sincerely

et St g o Wher v o koo e

e T

What Will | KnOW by the end Of i e e compins o i 1 e 1 st o o hoe o b name of the person you are.

oD e ; e

. irstly, 1 am a very busy, overworked man with very lttle free time. little cottag fourssincerely ‘en you know t
socarwhere thesender'saddess it o he S e whick s et bt o amesry. T st person/name of the person you

- Write the date of the letter

« Write an appropriate greeting

- Write and introduction and use
paragraphs

- Write in first person

- Write a conclusion

- Know whether it s a formal or
informal letter

ign off letter appropriately

- Write a range of wellstructured
letters

« To be able to include all appropriate
requirements from the year 5
banding sheet for writing

needs rimming almost veryather iy and i recent wetter weathr causes ursghtly
weods 0 sprout in between th graves. Th weeds must b pulled out by hand, which
makes this (5 very time-consuming actiiy for me. Du o th ornate design of many
ofthegravestones they alo requie specials clsaning o remove any moss or dirt o1
them without causing sratchesor damage. You'e probably thinking that an evacuce
could hfp me iy cties. Howeve, 1 am certnin tht o i, epecally o cty i,
would ot hav th xpertise skl r rspectfulnssneeded o work i he burial round
alongsde me

I aditon, 1 fel 1 am no the most suitable il o care for on of these evacuees.
These chidren, whos ives have been affctec by war i th past ew months,wil e
sufficent comjot and love. Unfortunatel, o certinly ot the man t ofer that sort
of household. ur willage (s ull f caring mother types, who would make the children
ol i mare secure than 1 ever could. Some men are cut ot o that ot of hing.
thrs ke mysel, eave that ki of thing 1o the women and sadly mg wie s 10
longer with me Surely, uou woulds't et plce apoor child i an enviromen that
it offr them the empathy they neoded

Finally, 1 simply do no have room fo a child i my home. | am a humble man with
@ modest coage that has only two small bedrooms The beongings in the second
oo are thatof m lae son ond under no crcumstance will  have a ity chid sver
touching them

For al the easons tha e mentinid, wouldbe very ratfl you would emove
me from our st of petetil guardians. | ama prod, patriotic man - who s velling 1o
i i 6 wppict e i - bk ek ool cpec o 0

Letter writing Skills

Research/gather facts about the topic
Write in full sentences

Improve punctuation

Produce well writen ltters both formal
andinformal

an cvacue chld. Ploase f e % contact e shd 1 b o e 10 4  any oher
g o i the e ot

Yours ity

e Tom alley





