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Writing Techniques
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Study the model text below.

Match the notes below to the components in the letter.  The first one has been done for you.

	A
	The address is written on the top right-hand corner of the letter.

	B
	The contents consist of the message you want to write.  Organize your points properly.  Write in paragraphs.  Each paragraph should contain one idea.  Convey your message clearly.

	C
	Note the complimentary close.  The first letter is in capital letter.

	D
	The date is below the address.  Normally, the month is written in capital letters but it can also be written in small letters except for the first letter; for example April.

	E
	Sign your name below the complimentary close.

	F
	The salutation begins on the left-hand side of the letter, followed by a coma.


Exercise

The pictures below show you and your family were in Pulau Pangkor for a holiday.  Based on the activities shown in the pictures and notes given, write a letter to your friend to describe the enjoyable holiday you all had.

Use the notes below to write the letter.





When writing your letter:

· you may use all the notes given.

· elaborate on the given notes to make it more interesting

· make sure it is not less than 120 words
Write out your letter in a piece of paper.  Ask for your teacher’s help if you are not sure of certain things.[image: image1.png]
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								Hostel Limbang,


								Jalan Batu Empat,


								95407 Saratok.


	


								22 April 2008





Dear Mum and Dad,





	Thank you for the letter which I received three days ago.  I am sorry for the late reply.  I have been so busy with my schoolwork.





	I am doing fine at the hostel.  I am staying in a dormitory with some 20 other boys.  I share a bunk-bed with Rashid; he sleeps on the top bunk while I take the one below.  I am still adjusting to the new environment here.  We have timetable which we have to follow strictly.


	


	I am happy here.  Besides Rashid, I have also made friends with some of my room-mates.  Please do not worry about me.





	My regards to all at home.	


		


								Your son,


								Idris


								(Idris)





								Your address		


											


											


								Date			





Salutation	,





			Introduction																		


			Body																																																															


			Conclusion																		





								Complimentary close	,


								Signature





The language used for informal letters is casual and friendly.


Remember that a letter has an introduction, contents and a conclusion.  If there are more than one point, the contents should be written in paragraphs so that the letter is more organized.


If you are required to write a reply to a given letter, make sure that you use the points given.  Elaborate on the points.


Even though it is informal, always remember to use good and grammatically correct English.


An informal letter has the following components:
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