
Choose the correct coordinating conjunction to join the 
sentences together. 

and but or

I went to bed ______ I wasn’t tired. 

I could watch a film ______ I could play outside.

We went to the beach ______ I built a sandcastle.



Tuesday 11th May 2021
WALT: identify features of a letter.

WILF
• List three features of a letter

• Read the text carefully
• Highlight the text neatly





What Is an Informal Letter?

An informal letter is a letter that we send to people we know. 

Types of informal letters can be:

• Thank-you letters;

• Postcards;

• Letters to friends or family who live further away.

A formal letter is a letter we send to people we don’t know (e.g. a letter 
from a doctor or the hospital).



Example of a Thank-you Letter

Dear Santa,

I am writing to thank you for the lovely presents you left at my house on Christmas Eve. I 
couldn’t believe my eyes when I saw them all and so beautifully wrapped. Your elves must 
have been very busy this year.

I especially loved the bike and have been learning how to ride it, as I haven’t had one 
without stabilisers before. The pink helmet is a perfect fit and I wear it to protect my head 
when I’m on my bike in case I fall off.

My brother James loved his train set and has been playing with it everyday since you 
delivered it. He loves the noises it makes and connecting all of the carriages together.

I hope you and Mrs Claus have a lovely holiday and the elves and reindeers have a well 
deserved rest.

Love from
Daisy xx 

1 Christmas Lane
Newtown

Northwood
SA1 NTA

Friday 2nd January 2015



Example of a Postcard

Dear Daisy

How are you? We are at the seaside!
It has been like a dream and very 
nice weather too. What a treat! We 
have had ice cream every day and 
my Mum said maybe I can go on a 
donkey tomorrow and she will teach 
me to swim, what a week it’s been! 
We’ve spent lots of money as it isn’t 
cheap and our feet are tired but it’s 
been worth it.

Lots of love and see you soon.

May xx

Daisy McClean

3 Sheaf Street

Milton Keynes

MK3 3ET



Example of a Letter to Friends or Family

Dear Gran,

How are you? Mum told me you haven’t been feeling very well. I have baked you some of 
your favourite cakes and wondered when it would be possible for me to come and visit?

Hope to see you soon.

Lots of love
Little Red Riding Hood xx

Little Red Riding Hood
12 Fairy Tale Lane

The Village
FT7 8VP

Friday 23rd May 2015



How to Write an Informal Letter

Daisy Happy
Flat 23 Clarence House

Long Lane
Caggletonville

CA12 4ON

Step 1 – Write your address in the top right hand corner of your letter.



How to Write an Informal Letter

Daisy Happy
Flat 23 Clarence House

Long Lane
Caggletonville

CA12 4ON

Friday 2nd January 2015

Step 2 – Write the date underneath your address.



How to Write an Informal Letter

Daisy Happy
Flat 23 Clarence House

Long Lane
Caggletonville

CA12 4ON

Friday 2nd January 2015

Dear Santa,

Step 3 – Write the name of the person who the letter is for below the date on the left 
hand side. You can use ‘Dear’ or a more informal greeting, such as ‘Hello’, or ‘Hi’. Add 
a comma after the person’s name.



How to Write an Informal Letter

Daisy Happy
Flat 23 Clarence House

Long Lane
Caggletonville

CA12 4ON

Friday 2nd January 2015

Dear Santa,

I am writing to thank you for the lovely presents you left at my house on  Christmas Eve. I 
couldn’t believe my eyes when I saw them all and so beautifully wrapped. Your elves must have 
been very busy this year.

Step 4 – Tell the person why you are writing to them.



How to Write an Informal Letter

Daisy Happy
Flat 23 Clarence House

Long Lane
Caggletonville

CA12 4ON

Friday 2nd January 2015

Dear Santa,

I am writing to thank you for the lovely presents you left at my house on  Christmas Eve. I 
couldn’t believe my eyes when I saw them all and so beautifully wrapped. Your elves must have 
been very busy this year.

I especially loved the bike and have been learning how to ride it, as I haven’t had one without 
stabilisers before. The pink helmet is a perfect fit and I wear it to protect my head when I’m on 
my bike in case I fall off.

Step 5 – Add any extra information you would like to tell them.



How to Write an Informal Letter

Daisy Happy
Flat 23 Clarence House

Long Lane
Caggletonville

CA12 4ON

Friday 2nd January 2015

Dear Santa,

I am writing to thank you for the lovely presents you left at my house on  Christmas Eve. I 
couldn’t believe my eyes when I saw them all and so beautifully wrapped. Your elves must have 
been very busy this year.

I especially loved the bike and have been learning how to ride it, as I haven’t had one without 
stabilisers before. The pink helmet is a perfect fit and I wear it to protect my head when I’m on 
my bike in case I fall off.

Love from
Daisy xx

Step 6 – Finish off your letter using an appropriate ending e.g. ‘Love from’ or ‘See you 
soon’, followed by your name.



Letter Checklist

1. sender’s address

2. date

3. greeting

4. purpose

5. extra information

6. ending



Goldilocks
Bramble House

Fairy Tale Land
BE4 R21

Tuesday 11th May 2021

Dear Daddy Bear,

I am writing to complain about the chairs 
in your sitting room. They are most 
uncomfortable and when I sat on one 
whilst visiting recently, it broke. I fell and 
I hurt my leg! I would be most grateful if 
you could use stronger wood in future.

Also, I was very upset that you were cross 
when you saw me in your house. If you 
do not wish to have visitors (even people 
you do not know) then you should not 
leave your front door unlocked.

Yours Sincerely 
Goldilocks 

sender’s address

date

greeting

purpose

extra information

Key

ending



88 Rockingham Road
Cliff Town

CT4 5TT

10th May 2021

Dear Rabbit,

I want to tell you about the troll that lives at Cliff Creek.

Lots of people think he will hurt them but he is actually very sweet. It is his
birthday on Wednesday and he would like you to come to his creek.

He wants to be your friend and he is so excited for his party. There will be lots
of yummy treats and a big cake.

Do you think you can come?

From,

Squirrel.

Activity 1



2 Stone Cottages
Old Road
Dawling

DW72 5HY

28th November 2020

Dear Santa Claus,

I am writing to tell you what I would like for my presents this year because it is nearly December. How
are you? Is it very snowy in Lapland? I bet your elves are all being very careful making the children’s toys
in your workshop.

The first thing I would like is a Galaxy 300 spaceship. It has six lasers, four spinning arms and four shiny
silver legs that unfold and slowly move around. How cool! The second thing I would like is a red and blue
two-wheel scooter. It has a massive silver horn on the handlebars and lights that flash when you stand on
the brake. The third thing I would like isn’t a toy but it would be really handy for my spy club. I would
like a large black torch to help me see when I am outside in the darkness.

I have been trying my hardest to be good and helpful for my parents. I make my bed every day, I have
been learning my spellings and I have even stopped teasing my sister. I am also my teacher’s special helper
for the listening station at school.

I hope you and the reindeer are resting before Christmas Eve and Mrs Claus is enjoying putting up the
tinsel on your tree. Have a fabulous Christmas if I don’t see you by our fire. What a busy man you are
going to be!

Love from,

Joe.

Activity 2



Tuesday 11th May 2021
WALT: identify features of a letter.

WILF
• List three features of a letter

• Read the text carefully
• Highlight the text neatly


