English

Features of Formal Letters Checklist

Does your formal letter include...

v

the sender's address?

the address of the recipient?

the greeting 'Dear Sir/Madam’ if you dorit know the recipient
or 'Dear Mr/Mrs/Miss (surname) If you know the recipient?

an introduction?

formal sentence starters such as 'T am writing to inform you'
or 'T would like to express'?

details organised into paragraphs?

a conclusion saying what needs to happen next?

"yours faithfully’ if you don't know the recipient or "Yours
sincerely’ if you do know the recipient when you have
finished the letter?

your name at the end?

e Include capital letters
and full stops accurately
e Check your spelling
carefully
 Take care over your
presentation

Some features of Year 6
writing you may wish to
include...

e Fronted adverbials
e Parenthesis
e 'up-levelled’ vocabulary
e Hyphenated words
e Detailed list (with a:
and ; to separated items)
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1. Find the phrase that shows the experience
in the first paragraph is not good. 1 mark

2.Find and copy a synonym of 'got used to it'.
1 mark

3.Define the word 'break’'. 1 mark

4.Find and copy the name of the ‘great side-
pieces'. 1 mark

5.Find and copy the phrase that shows that
the horse likes his owner. 1 mark

6.Find and copy the word that shows that
the farmer was next door. 1 mark



