Level B

	Formal Letter Planner

	Name:
	Date:

	Their address:
	Your address:



	Greeting/Beginning:



	What? (2 or 3 simple facts connected to topic/event)



	Why? (reason for writing letter)



	When?  How?  Where?  Who?  (select)



	How does your letter end?



	Signing off:  Yours sincerely/Yours faithfully



	Interesting information words?




Level C

	Formal Letter Planner

	Name:
	Date:

	Their address:


	Your address:



	Beginning the letter.


	Wonderful words.



	Why are you writing the letter?

Reason 1

Reason 2


	

	
	Interesting information words

	When?


	

	How does your letter end?


	

	Signing off:

Yours sincerely

Yours faithfully


	


Levels D/E

	Formal Letter Planner

	Name:
	Date:

	Their Address:
	Your Address



	Letter introduction:


	Wonderful Words:



	Why are you writing the letter?

Reason 1

Reason 2

Reason 3
	

	
	Interesting information words:

	What response do you want?


	

	Conclusion to letter?


	

	Signing off:

Yours sincerely

Yours faithfully
	


Levels B/C/D

	Informal Letter Planner

	Name:
	Date:

	Who is the letter to:


	Your address:

	How does your letter start?


	Wonderful words

	Why are you writing the letter?


	

	What happened first?


	

	What happened next?


	

	Then what happened?


	Fabulous feelings

	How does your letter end?


	

	Signing off:

Yours sincerely
Yours faithfully

love from
best wishes from
	


