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What is leaflet?

A printed sheet of paper containing information 
or advertising and usually distributed free.



Formal letter

•Its aim is usually to 
PERSUADE.



Formal Letter Structure
Dear Madam/Sir (or the official position)
or

Dear Mr/Ms (Surname) (If you know his/her name)

• Section 1: Reason for writing/topic of letter

• Section 2: Background to and details of request/complaint/issue
• Section 3: Conclusion, thanks, prediction, advice warning

Yours faithfully (If you have not addressed the recipient by name)

or

Yours sincerely (If you have addressed the recipient by name)

You would use this format when writing for official or business 
purposes, or to someone whom you have never met.



• Formal letters differs from informal letters in register and in having 
a clear and conventional structure: usually one paragraph per 
section, although the middle section can extend over two or three 
paragraphs.

• The tone of a formal letter is impersonal and polite – even 
when complaining – and the expression is formal and mature

(i.e. using complex sentences and without contractions, 
abbreviations, or colloquialisms).

•It is not necessary to date or give 
addresses in letters during an 
assessment, though these would 
be essential for a real letter.



Register in writing:

•The way grammar, words, and expressions are 
selected for a piece of writing to make it 
appropriate for its intended context.



Read the example of letter text 
and analyze how the example of 
a letter text applies the formal 
letter structure/format.
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Task C7:



WRITING FOCUS

Draft:

Write a letter about 300 words to a local newspaper after an extreme 
sports incident has been reported in your area.

Try to persuade readers to sign a petition calling for the sport to be 
banned for being too dangerous.

Begin 'Dear Editor'. Use the ideas you collected in Task A1. Use the text 
in Task C7 as a model of style and structure.



Discuss these questions with your partner.

Task A1:

1. How would you define 'extreme sports'?

2. What examples can you think of?

3. What kind of people participate in them?

4. What makes these sports attractive?

5. Which ones would you consider doing or refuse to do?



Homework + Announcements

1. Finish writing the formal letter. Send me your edited and revised 
version to the TEAMS. (9a- FLE)  

2. Study for the exam.

3. Take the quiz for attendance (on FRIDAY).




