
Expert Model • Friendly Letter • 1

 155 Cooper Street

 San Francisco, CA 75025

 February 5, 2014

Dear Tracy,

You were absolutely right that I’d love it here. San 

Francisco is such a charming city! The view of the majestic 

Golden Gate Bridge from my new apartment is breathtaking. 

I’m so excited to explore the hilly streets of my new home. 

However, shipping everything I own to San Francisco 

turned out to be a big headache. Thank goodness for my new 

neighbors, Gina and Marissa. I don’t know what I would’ve 

done without their help and kindness. 

I woke up the morning of my fl ight feeling as light as a 

feather. I couldn’t wait for my taxi to the airport. Then I 

received a phone call from the shipping company I’d hired. 

“This is Fargo Cargo,” began the company representative. 

“I’m sorry to inform you that the truck carrying your shipment 

has not arrived in San Francisco.” Well, my heart sank hearing 

this news. Apparently all my possessions were stuck in a 

snowstorm somewhere in Wyoming! 

The sky in San Francisco that day was dark and gray. After 

a tiring trip, I fi nally made it to 155 Cooper Street. In the 

hallway, a woman greeted me with a bright smile. Gina was so 

warm and welcoming that I found myself telling her about my 
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Expert Model • Friendly Letter

predicament. Later that day she and her roommate, Marissa, 

came knocking on my door. They were carrying dishes, pots 

and pans, blankets, and even an infl atable mattress for me to 

sleep on. I was overwhelmed with gratitude that they’d lend me 

all those things. That fi rst night, the three of us sat on the fl oor 

of my apartment and talked and laughed, the famous Golden 

Gate twinkling with light outside my window. I quickly felt 

at home. 

A week later, my furniture and other possessions fi nally 

made it to California. I’m now settled in and am even hosting 

my fi rst dinner party tonight. I’m going to cook a big feast for 

Gina and Marissa! They really have been great new friends. I 

can’t wait for you to meet them someday. 

  Your friend, 

  Anne
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Features of a Friendly Letter • 2

Friendly Letter

• It includes a heading with the sender’s address and a 
date.

• It includes a greeting.

• It uses an informal or friendly tone.

• It shares ideas and events with friends or family.

• It has a closing and a signature.

Unit 1 • Friendly Letter 

C
opyright ©

 The M
cG

raw
-H

ill C
om

p
anies, Inc.

005_025_CR14_NA_WWB_4_U1FL_114244.indd Page 7  29/02/12  3:11 AM u-s010005_025_CR14_NA_WWB_4_U1FL_114244.indd Page 7  29/02/12  3:11 AM u-s010 /Volumes/101/GO00979_TRBLM_TE/CORE_READING_2014/NATIONAL/TE/WRITERS_WORKSPACE_BL/Volumes/101/GO00979_TRBLM_TE/CORE_READING_2014/NATIONAL/TE/WRITERS_WORKSPACE

  PDF Pass  



Model Graphic Organizer • 3

Gina and Marissa lent me their things to use until my 
belongings arrived.

I arrived in San Francisco and went to my new apartment.

I met my neighbor Gina and told her about my 
predicament.

That fi rst night, my neighbors and I got to know each 
other better.

My possessions fi nally arrived. Now I’m preparing a 
dinner party for my new friends.

The morning of my fl ight, I found out that my belongings 
had not arrived in San Francisco.
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Graphic Organizer • 4
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Student Draft Model • Friendly Letter • 5

 155 President Street

 Brooklyn, NY 11201

 February 5, 2014

Dear Brad, 

 Moving from Florida to Brooklyn, New York, was like 

moving to another world. My family arrived with only what 

we’d crammed into the trunk of our car. The shipping company 

was three days late delivering our furniture and boxes of 

personal stuff. We had to sleep on padding on the fl oor and eat 

on paper plates with plastic forks and knives! That was okay. 

My dad got us all to pretend we were camping, my mom let us 

all have extra desert too. 

 Right away, I mist my old house and my friends. My two 

little sisters complains about being bored, but at least they had 

each other to play with. On our second day in Brooklyn, Mom 

announced in a cheerful voice, “It’s time to rally the troops!” 

We played an old bored game, and Dad told us about all the 

wonderful things we are going to do and see in New York. 

Somehow, Dad and Mom made us laugh and laugh. 

 I was shocked by how cold it is here? There is snow on the 

ground and snow that covers the trees. There is snow and ice 

everywhere. 

 Mom bundelled us up and took us to a big park called 

Prospect Park. It was like we were leaving the city and going to 

a frozen wilderness. Mom said there aren’t no bears in the park, 
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Student Draft Model • Friendly Letter

except maybe in the park’s zoo, but my silly sisters pretended 

that they saw one anyhow. I made Mom promise to take us to 

that zoo real soon. 

 Now we have our furniture. And everything else we packed 

from Florida. I’ve even started school here. There are other boys 

in my class who moved to Brooklyn not very long ago. these 

kids say they like it here, even though it is very different from 

where they used to live. I think I’m going to like it here too. 

  Your friend, 

  Jimmy
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Revised Student Model • Friendly Letter • 6

 155 President Street

 Brooklyn, NY 11201

 February 5, 2014

Dear Brad, 

 Moving from Florida to Brooklyn, New York, was like 

moving to another world. My family arrived with only what 

we’d crammed into the trunk of our car. The shipping company 

was three days late delivering our furniture and boxes of 

personal  stuff. We had to sleep on padding on the fl oor, and eat 

on paper plates with plastic forks and knives! That was okay. 

On our fi rst day, my dad got us all to pretend we were camping, 

my mom let us all have extra dessert too. 

 Right away, I mist my old house and my friends. My two 

little sisters complains about being bored, but at least they had 

each other to play with. On our second day in Brooklyn, Mom 

announced in a cheerful voice, “It’s time to rally the troops!” 

We played an old bored game, and Dad told us about all the 

wonderful things we are going to do and see in New York. 

Somehow, Dad and Mom made us laugh and laugh. 

 I was shocked by how cold  it. is here? There is snow on the 

ground and snow that covers the trees. There is snow and ice 

everywhere. 

Mom bundelled us up and took us to a big park called 

Prospect Park. It was like we were leaving the city and going 

First of all,

belongings

Then,

winter,

One day,
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Revised Student Model • Friendly Letter

to a frozen wilderness. Mom said there aren’t no bears in the 

park, except maybe in the park’s zoo, but my silly sisters 

pretended that they saw one anyhow. I made Mom promise to 

take us to that zoo real soon. 

 Now we have our furniture. And everything else we packed 

from Florida. I’ve even started school here. There are other boys 

in my class who moved to Brooklyn not very long ago. these 

kids say they like it here, even though it is very different from 

where they used to live. I think I’m going to like it here too. 

 Your friend, 

 Jimmy

bears did not live in the park,

my new
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Edited Student Model • Friendly Letter • 7

 155 President Street

 Brooklyn, NY 11201

 February 5, 2014

Dear Brad, 

 Moving from Florida to Brooklyn, New York, was like 

moving to another world. My family arrived with only what 

we’d crammed into the trunk of our car. The shipping company 

was three days late delivering our furniture and boxes of 

personal stuff. We had to sleep on padding on the fl oor, and 

eat on paper plates with plastic forks and knives!  That was 

okay. On our fi rst day, my dad got us all to pretend we were 

camping,   My mom let us all have extra dessert too. 

 Right away, I  mist my old house and my friends. My two 

little sisters complains about being bored, but at least they had 

each other to play with. On our second day in Brooklyn, Mom 

announced in a cheerful voice, “It’s time to rally the troops!” 

We played an old  bored game, and Dad told us about all the 

wonderful things we are going to do and see in New York. 

Somehow, Dad and Mom made us laugh and laugh. 

 I was shocked by how cold it is here?  There is snow on the 

ground and snow that covers the trees. There is snow and ice 

everywhere. 

Mom bundelled  us up and took us to a big park called 

Prospect Park. It was like we were leaving the city and going to 

a frozen wilderness. Mom said there aren’t no bears in the park, 

First of all,

belongings

missed

complained

Then, board

winter,

One day, bundled

bears did not live in the park,
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Edited Student Model • Friendly Letter

except maybe in a the park’s zoo, but my silly sisters pretended 

that they saw one anyhow. I made Mom promise to take us to 

that zoo real soon. 

 Now we have our furniture. And everything else we packed 

from Florida. I’ve even started school here. There are other 

boys in my class who moved to Brooklyn not very long ago. 

these kids say they like it here, even though it is very different 

from where they used to live. I think I’m going to like it here 

too. 

 Your friend,

 Jimmy

, my new
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Name  Date 

Directions: Use these checklists as you work with peers and work 

alone to revise and edit your friendly letters. 

Revise Checklist
 Does the letter tell about an important event?

 Does the letter include a heading with the sender’s address 
and a date?

 Does the letter include a greeting? 

 Do the opening paragraphs introduce the topic of the letter? 

 Is there a friendly and informal tone? 

 Does the letter describe events to a friend or family member? 

 Are sequence words used to help order the events?  

 Are there concrete or sensory details that help explain the 
writer’s ideas? 

 Does the conclusion tell how the writer feels about the experience?

 Are there a variety of sentences that help make the writing fl ow?

Edit Checklist
 Do all sentences begin with a capital letter and end with the correct 

punctuation mark?

 Are sentences complete with a subject and predicate? 

 Do verbs agree with their subjects?  

 Are commas used correctly?

 Are all words spelled correctly?
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Writing Rubric • 9

Friendly Letter Rubric
4 Excellent • gives a lively, interesting, and detailed description of 

an event or personal experience
• follows letter format 
• uses sequence words to tell events in a logical, 

easy-to-follow order 
• the strong beginning introduces the topic of the letter
• uses rich descriptive details
• supports ideas with information
• has a variety of sentences that fl ow
• is free or almost free of all errors

3 Good • tells about a personal experience or event with details
• has few or no errors in letter format
• uses some sequence words and presents events in 

logical order
• the beginning gives some details about the topic
• includes a few descriptive details
• makes an effort to support ideas with information
• has a variety of sentences
• has a few errors but is easy to read

2 Fair • tries to describe a personal experience or topic but 
lacks details

• does not use sequence words and tells some events 
in a confusing order

• the introduction is weak
• provides very few descriptive details
• shows little personal involvement
• sentences are mostly the same
• frequent errors make it hard to understand
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Writing Rubric

1 Unsatisfactory • does not share a personal experience 
• tells events out of order and is confusing
• there is a weak beginning that gives readers little to no 

background
• no descriptive details
• nearly no supporting details 
• does not express feeling or connect to intended reader
• does not use complete sentences 
• includes run-on sentences 
• many errors make this hard to understand
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Anchor Papers • 10

Friendly Letter Score: 4 Points

 155 President Street

 Brooklyn, NY 11201

 February 5, 2014

Dear Brad, 

 Moving from Florida to Brooklyn, New York, was like moving to 
another world. First of all, my family arrived with only what we’d 
crammed into the trunk of our car. The shipping company was three days 
late delivering our furniture and boxes of personal belongings. We had to 
sleep on padding on the floor, and eat on paper plates with plastic forks 
and knives. That was okay. On our first day, my dad got us all to pretend 
we were camping. My mom let us all have extra dessert too. 

 Right away, I missed my old house and my friends. My two little 
sisters complained about being bored, but at least they had each other to 
play with. On our second day in Brooklyn, Mom announced in a cheerful 
voice, “It’s time to rally the troops!” Then we played an old board game, 
and Dad told us about all the wonderful things we are going to do and 
see in New York. Somehow, Dad and Mom made us laugh and laugh. 

 I was shocked by how cold winter is here. There is snow on the 
ground and snow that covers the trees. There is snow and ice 
everywhere. 

 One day Mom bundled us up and took us to a big park called 
Prospect Park. It was like we were leaving the city and going to a frozen 
wilderness. Mom said bears do not live in the park, except maybe in the 
park’s zoo, but my silly sisters pretended that they saw one anyhow. I 
made Mom promise to take us to that zoo real soon. 

 Now we have our furniture, and everything else we packed from 
Florida. I’ve even started my new school here. There are other boys in my 
class who moved to Brooklyn not very long ago. These kids say they like 
it here, even though it is very different from where they used to live. I 
think I’m going to like it here too. 

 Your friend, 

 Jimmy
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Focus and Coherence The letter is 
well focused, with many relevant details. 
The introduction and conclusion are 
engaging.

Organization The progression of ideas 
is controlled and smooth. Sequence, or 
time-order, words and transitions are 
used effectively to link sentences, 
paragraphs, and sequence of events.

Ideas and Support The writer 
develops ideas fully with details that 
make the writing particularly clear and 
strong.

Word Choice The writer uses time-
order and precise words to convey 
events effectively.

Voice/Sentence Fluency The writer 
uses an informal, or friendly, tone. The 
writer is connected to the narrative and 
provides information in a sincere, 
friendly tone that appropriately refl ects 
content. Varied sentence structures and 
lengths create an easy fl ow and 
satisfying rhythm.

Conventions The letter format is 
complete. The writer is skilled in most 
writing conventions.

Friendly Letter Score: 4 Points
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Anchor Papers • 10

 Camp Meadowbrook

 126 Fourth Street

 Brookline, NH 03033

 July 10 2014

Dear Craig, 

 Your letter was a terrific surprise. Its my third day of summer camp. 
At first I was a little homesick, this is my first time at camp. The other 
campers in my cabin all were here last summer, and it is like they all know 
each other since they were borned. 

 Every day we wake up very early for breakfast. The first morning, I 
was so tired and just wanted to stay in bed, I listened to all the others 
laughing and waking up. At the cafeteria, the other campers joked 
around. I just sat there and ate my watery eggs and cold toast! 

 Our cabin plays sports against other cabins. Our cabin is called the 
Stars. Our rivals are the Bears. We play basketball and soccer. We also 
have swimming, learn to canoe and sail boats. And we also take hikes. 
I’m not so good at basketball or soccer, but I like to canoe and hike. On 
the second day, I was canoeing with another camper. Mark. Mark is a 
friendly kid. At dinner, me and him sat with Mark’s best friend at camp, 
Juan. He is also friendly. 

 the next day we went on a hike with a science teacher. We listened to 
her talk all about the animals and trees and plants in the woods. But we 
also were able to talk to each other as we walked on the trail. I talked a 
lot to Johannes. He’s kind of a comedian. A couple of times, I made him 
and the other guys laugh too. 
I still miss home a little, but I think I am going to like Meadowbrook camp 
and being one of the Stars. 

 Your friend, 

 Toby

Friendly Letter Score: 3 Points
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Focus and Coherence The letter is 
focused, with most of the information 
directly related to the description of 
events in the letter. The introduction 
is appropriate, and the conclusion 
adds depth.

Organization All the appropriate parts 
of a letter are included. The writer 
shows a progression of ideas with use 
of time-order words to clearly indicate 
sequence. Sentences progress 
smoothly from one to the other. 

Ideas and Support The writer conveys 
ideas about events, but the details 
included are sparse and lack 
completeness.

Word Choice The writer uses time-
order and precise words to convey 
events.

Voice/Sentence Fluency The writer 
uses an informal, or friendly, tone. The 
writer seems connected to his subject 
and provides information in a sincere, 
friendly tone. Varied sentence structures 
and lengths enhance the writing fl ow.

Conventions The letter format is 
 complete. There are minor errors in 
spelling and mechanics, but these do 
not impede meaning or expression.

Friendly Letter Score: 3 Points
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Anchor Papers • 10

 4356 Bond Street

 Seattle WA 98102

 August 10, 2014

Dear Cindy 

 I like staying with my granma and grandpa this vacation. At first I was 
home sick and a little bored. Grandma and grandpa don’t like it when me 
and my sister watch too much TV. 

 there are kids on the same street as my Grandparents. My sister and 
me didn’t want to meat them at first. The kids play in the park. But for 
some reason we canbe shy. And me and my sister stayed to ourselfs. 

This was silly. a girl walked up to us in the park. I thought she was going 
to be mean but she was really nice. Ever since we play with Karina and 
theses kids. There favorite games are jump rope and volleyball. I like 
jumping rope. but I hate volleyball. My sister is a lot better at it then me. 

 My grandma or grandpa sometimes read to me and my sister at night. 
They read stories about history. I sometimes like the stories, but I really 
like when they read to us. Can’t wait to see you.

 Your Friend,

 Joanna

Friendly Letter Score: 2 Points

Unit 1 • Friendly Letter

C
opyright ©

 The M
cG

raw
-H

ill C
om

p
anies, Inc.

005_025_CR14_NA_WWB_4_U1FL_114244.indd Page 23  29/02/12  3:11 AM u-s010005_025_CR14_NA_WWB_4_U1FL_114244.indd Page 23  29/02/12  3:11 AM u-s010/Volumes/101/GO00979_TRBLM_TE/CORE_READING_2014/NATIONAL/TE/WRITERS_WORKSPACE_BL/Volumes/101/GO00979_TRBLM_TE/CORE_READING_2014/NATIONAL/TE/WRITERS_WORKSPACE

  PDF Pass  



Focus and Coherence The letter 
focuses on an experience but lacks 
control conveying ideas. The introduction 
and conclusion are not strong.

Organization The letter includes a 
heading and a greeting, as well as a 
closing and a signature. The writer 
makes an attempt to show a 
progression of ideas, but it could be 
improved.

Ideas and Support The writer 
 conveys ideas about events, but the 
details included are sparse and lack 
completeness.

Word Choice The writer uses few  time-
order words to indicate sequence. 
Descriptions lack sensory language.

Voice/Sentence Fluency The writer 
uses an informal, or friendly, tone. There 
is a sense that the writer is familiar with 
the subject and the recipient of the 
letter, but the lack of sentence fl uency 
makes this difficult to discern.

Conventions All letter parts are 
included, though commas are missing 
in the heading and salutation. Errors in 
punctuation and sentence structure 
make the narrative in the letter difficult 
to follow. Spelling errors also require 
attention.

Friendly Letter Score: 2 Points

Program: WW BLMS

Vendor: Aptara

Component: U1

Grade: 4
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Friendly Letter Score: 1 Point

Focus and Coherence The letter as 
a whole is unfocused. Ideas seem 
 scattered, and there is some extraneous 
information. The introduction and 
conclusion are weak.

Organization The letter includes a 
heading and a greeting but does not 
include a closing or signature. The 
 progression of ideas from sentence to 
sentence and paragraph to paragraph 
is not clear. The description of the 
 experience lacks sequential order.

Ideas and Support The writer conveys 
ideas about an experience, but the 
details included are so sparse that 
there is little sense of completeness.

Word Choice The writer uses few 
 time-order words to indicate sequence. 
There are few descriptions that use 
 sensory language to describe the event. 

Voice/Sentence Fluency The writer 
uses an informal, or friendly, tone but 
shows little involvement in conveying 
ideas to the person receiving the letter.

Conventions Commas are missing in 
the heading. There are errors in 
spelling and capitalization, as well as 
sentence structure, such as run-on 
sentences and fragments. Errors make 
the writing hard to follow.

82 Jones Street

 Benton Falls NJ 08009

 March 10 2014

Dear Aunt Alice, 

Did I tell you about my gole for my soccer team! I am getting better. I play 
fullback. Its defence. 

 Coach Jenny very nice. She encourage all the players I try hard ever 
practis. But I need more practis to get better. No matter what it is fun 
game. I like my team. 

I score gole last game and we won the game. We are a good team. When 
I get better Ill help team be better to! Mia past me the ball I will tell you 
more. come soon.

Program: WW BLMS

Vendor: Aptara
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Grade: 4
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