Week 4 writing task

Your task this mweek is to draft a formal letter from Julian to August,
apologising for yowr rude behaviour to August on the school tour.
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Compare the email and letter above. The email is between Jack Will .and
August. The letter is from a Chessw.ood pupil to Mrs Cossins, applying for a
pupil leader position. What do you notice about the different forms .of
communication?  What is the same? What is different?




Week 4 wiriting task
Session 2: WALT plan a formal letter

Plan yowr omwn formal letter to August from Julian, apologising for ipour
rude behawviouwr on the school tour.

e Think about youwr layout - what features do you need to include .and
where should they .go (zg addresses, date, etc)?

e Plan 3 paragraphs:
o Para | - summarise what happened .on the touwr (who, where,

when, what)
o Para 2 - give your reasons why you were so rude to August

o Para 3 - summarise by .apologising .and explaining how iyou will
change in the future
Session 3: WALT draft a formal letter
Write ypour formal letter using the success criteria helow to help you. You

should wirite three paragraphs as you have done in yowr plan.

Earmal letter
Make the lebter sosy to follow. Use of:
/ Address and daote

Dear SirfMadam,
Introduction swmmary of incident Who, What, When, Where
Mm.parﬂ@rﬂpﬁﬂmthplﬂﬂqﬁaﬂw W.d.id.w.]mt.iﬂ:audid_
Justify and explain your actions
Cﬂn&mﬂﬂiﬂﬂpﬂl&g&ﬂmmmhﬂmwmxﬂm;{ﬂm
this.

Yours Jaithfully,
Makzmnﬂm.&pzﬂwug_&muim&b;&h&nmmrzdn&dﬂl&i

ihﬂhuﬂd»vxdmgi&mgiﬂ;md{mc@@mgmp&dlﬂﬂvﬁ')

uﬂmﬂﬂkﬂiﬂw@ﬂmd_ﬂiﬂﬂgﬂ#mwmm
Cmainzubordinate/relative clawses).

Parenthesis to add personal responses or exira detail

R | Semi colons in a detailed Lict

Correct letter layouwt

(Lsz y=zar & ﬁp_eﬂmq& A:Drnzcﬂjz}, avriblen J'LEA'_'LHJ# md,umzd_
Make your weriting link .and flow wsing:

FANBOY and [SAWAWABUE conjunclions

Fronted adverbhiols If.mrmcﬂ.g pu.rch.LuJ:m:[}

e verh tenses J:,D.rx.z.cﬂed. aand mn&miﬂnﬂ;& ihr.uughax_d: the lstter.
Write .a formal letter .of apology that engages the audience
K fm.ntr.u.wn.g GraTuTLar and Nﬂ.&ﬂbﬂ.ﬂ!ﬂ.ﬂ# choices), Aslng ideas
from ememplars and gour own reading.

U&E.ﬂﬂ.ﬂdgu.'ir.ungz.uﬁf Year & Mﬂmrzcﬁiﬁiﬂthrm

Session L:

Please read through syou mwork, and using the success criteria, check off the
e ygou hawve achieved. Check spellings you .are unsure of and up-level
sour vocabulary choices where needed.




