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This is a formal letter.

Planning Depar tment
Swinford Borough Councll
23-27 Abbey Road
Swinford SF7 8YG

Ref: SSITA2AR

T W Okri

twood Community Group

. Beach Tower Close

Eastwood Estale

Swinford SF4 SNT

4 April 2003
Diear Mr Okri

Wood Lane crossing point

1 Lamwriting in response to your letter to Councillor Gupta of 17 May, concemning the issue
of a crossing point st to the shops and other ficilities on the other side
of Wood Lane. Councillor Gupta passed the letter 1o the Planning Department and we are
now ahle to respond, having given the request careful consideraticn

5 As you rightly point out, ECG has had a long and successful rlationship with the local

authority. However, an th on we have 1o reject BCG's request.
There are several reasons ¢ have reached this conclusion. First of all, we do not
agree that Wood Lane has become an ‘extremely busy” road, as you suggest — except
perhaps during the moming and evening rush hours. Secandly, pleass remember that there
10 is already a nearby crossing point five hundred metres north along Wood Lane — a subway
des a safiz cross 1 children living to the west of Wood Lane, including
with our very tight budget. there is regretfully no

‘msidering new projects such as this for the foresesable future.

Since there is no possibility of taking the maiter forward for some Lime Lo come, wa sze
45 little point in holding the fonmal mesting between ECG, Councillor Gupta and this

Dicpartment, as you have requested. We are sorry that we cannot be of greater assistance

1o you at present.

Yours sincerely
DE Caner
e carter
Diavid S Carter
{Chiaf Planning Officer)

ce Councillor S Gupta

This is an informal letter.

30 High St

Mile End

Stockport

SK8 6NM
19th July 2006

Hi Amina
I'mv coming to Stockport

next Wednesday.
Can we meef fov lunch in

Debenhany?
Phone meon 07799 786 243

See youw!

Love Lucy




Which type of letter would you send to these people? Tick v/

Stockport Council
doctor
friend

school teacher
Benefits Agency

auntie
mum and dad
shop
Key VOCGbLl'GI"y Look - Say - Cover - Write - Check
_ word | isttry | 2ndtry | 3rdtry | 4thtry |
address
postcode
date
sender
recipient
opening
closing
signature




Stick the cards in the correct places.




Tutor : Print on card and cut up.

15 London Road
Edgeley

Stockport

SKé6 7BP

20th September 2009

I'm sorry I can't see you on Monday because I have
an appointment at the dentist's. My daughter has
toothache.

Please phone me at the weekend. 0161-429 5847




Read the letter and answer the questions.

1 Who is 'T' in the text?

2 Where does she live?

3 What's her postcode?

4 When did she write the letter?

5 What's her telephone number?

6 Who's the recipient?

7 Why is the sender writing the letter?
8 | What does she want the recipient to do?
9 How does she open the letter?

10

How does she close the letter?




We use because to give an explanation.

Join the sentences.

My son can't come to school today because we will be on holiday.
I haven't done my homework because he is going to the doctor's.
We can't come to your party because she has toothache.
My daughter can't go to school because I have an appointment at the hospital.
I want to leave class early because my son was sick.

Write five sentences using because.




Tutor: Print on card and cut up. Learners to match parts.

Hi Anna!

How are youw? Caw yow come to- lunch onw Fridavy?

Dedy Mrs BoLRUS

sSam Ahmad can't come to school today because he's Lil.

Dear Sir or Madam

I am writing to apply for Housing Benefit.




Meet me in the cafe in Marks and Spencer's.

Say 12.30? Ifthat'y too early, phone me.

He has stomeach ache. | am taking hime to the doetor's.

He has awn appolntment at 10.20.

Please send me an application form.




See youw!
Love

Mario-
AR

He will be tn sehool tomorrow.

Yours stncerely

Rabina Ahmad.

Many thanks

Yours faitfully

L M Martinez (Mrs)




We use different openings and closings for different types of letters.

Tick v

Formal

Informal

Dear Sir or Madam

Hi therel

Dear Mr White

Dear Anna

Dear Mr and Mrs Hussein

See youl

Yours faithfully

Love Lucy

Yours sincerely

You use Dear Sir or Madam when you don't know the recipients name.

You use Yours faithfully with Dear Sir or Madam.




We use different layouts for different types of letters.

sender's address

‘ postcode |
recipient’'s name
and address ‘ date |
| postcode |
b recipient's name
ear or Sir/Madam

or faithfully
‘ sender’s signature |

| sender’s printed name |




Tutor : Print on card and cut up.

15 London Road
Edgeley

Stockport

SKé6 78P
20th September 2009
Mrs A Khan

Stockport Council

Town Hall
Stockport

SK1 8NU

I am writing to complain about rubbish collection.

My black bags have not been collected for two weeks.

Please can you collect them today.

Sunita Smith (Mrs)




Why write a letter?

to apologise I'msorry ........
to make a request Please send me ........
to complain I am writing to complain ....
to say thank you Thanks for my birthday present.
to inform We're having a baby!
to make an arrangement Meet me in the café on Tuesday.

Look again at the letters. What are they for?

Maria

Rabina Ahmad

Mrs Martinez

Sunita Smith

Mario

Zaynab




Write a letter.

Practise here first.







Check your work.

Read the letter.
Does it make sense?

"

Capital letter for I?

x

Capital letter for names?

=

Capital letter at the beginning of sentences?

"

Full stops at the end of sentences?

(A

Spelling & handwriting OK?

A

©

Happy?




Write the envelope.

Practise here first.




Give the letter and envelope to another student. Answer the questions.

1 Who's the sender?

2 What's their address?

3 What's their postcode?

4 When did they write the letter?
5 Who's the recipient?

6 What's the recipient's address?

7 Why is the sender writing the letter?

8 How does she open the letter?

9 How does she close the letter?

10 Is the letter formal or informal?




