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answers

Letter writing - checklist

· write your address at the top right 

· write the date underneath 
· begin Dear... 

· explain your purpose in the first paragraph 

· go into more detail in the middle paragraphs - link your ideas together using clever connectives
· round off at the end - perhaps by returning to the main purpose 

· add a greeting before your signature 

· only use slang if you know the reader won't mind i.e. in an informal letter to a friend or member of your family
· Writing to someone whose name you don't know? Begin Dear Sir or Dear Madam and finish with Yours faithfully or Yours truly 

· Writing to someone unfamiliar whose name you know? Begin Dear Mr/Ms and end with Yours sincerely
Writing a formal complaint:

· Use formal greeting and ending
· Be polite – never be rude or make threats 

· Sound disappointed

· Explain clearly what you are complaining about

· Using persuasive language – complaint

· Finish with a demand
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