
Writing a formal 
letter



Read the letter (ex. Cp.120)



2 ways of organizing the letter

Plan A
• Introduction, say 

why you are 
writing.

• List the causes of 
the problems.

• List the solutions.
• Sum up with a call 

to action.

Plan B
• Introduction, say why 

you are writing.
• Describe one cause, 

give solutions for it.
• Describe another 

cause, give solutions 
for that.

• Sum up with a call to 
action.

Which plan does the letter on p.120 match?



Organizing a letter
O Use a plan ( you may use either 

Plan A or B)
O You should have a mini plan for 

each paragraph.



Planning and writing



This task is for the students who 
don’t take the English exam:



Those students who take the 
English exam should write an 
informal letter:


