Formal Letter Planning Sheet: 
Remember before you start by thinking about your P.A.L.L.T: 

	P – Purpose (reason) Why?
	· to inform (give information);

· to persuade;

· to argue;

· to explain;

· to entertain.



	A- Audience  (who are you 

                        writing to?)
	

	L – Layout (how will you make it look like a formal letter?)
	

	L – Language 
· Use linking words to organize your ideas and give your opinions. 
	Formal language/ no slang


	Paragraph 1: Introduction 

· Explain why you are writing;

· Introduce yourself briefly;

	

	Paragraph 2: 

What main idea/opinion/problem will you explain first?


	________________________

	Paragraph 3: 

What idea/opinion/problem will you explain here?


	________________________

	Paragraph 4:

What idea/opinion/problem will you explain here?
	

	Paragraph 5: Conclusion

· Repeat your main point again;

· Explain what you would like to happen next. 
	____________________________
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