Personal Letters

Personal Letter Model

	Layout and Stages

Date

Greeting
	10th May

Dear Uncle Adam


	

	Stage 1

Paragraph1

Main point - Thanks and reason for writing
	Thanks very much for the CD voucher you sent me for my birthday. I bought the soundtrack from "Titanic" with it, cos I really loved the movie. I tried to call you to say thanks, but I couldn't get hold of you so I decided to drop you this note.
	Language features

Focus of information in first part of sentence is the "thanks" - the reason for writing.

First person pronoun used (I).

cos - slang/colloquial/informal abbreviation of "because" - used as part of personal, informal tone.

get hold of - informal/colloquial verb(meaning to make contact with).

	Stage 2

Paragraph 2 Main point - other personal news about birthday
	Mum and Dad gave me a leather jacket which looks really cool. They also said they'd pay for driving lessons. Yeeha! All I need now is wheels!


	cool - colloquial vocabulary (What might a more formal word be?)

Yeeha! - an exclamation (with an exclamation mark).

What is another colloquial word in the last sentence of this paragraph and what does it mean?

	Stage 3

Paragraph 3 Main point -request for visit and details of time and travel


	We've got a week-long study break in June, and Mum said I might get more work done if I came down and stayed with you. She doesn't want all my mates to keep ringing me up and asking me out. Could I come down on Saturday (the 8th) and stay for the week? You don't need to get me from the bus station. I'll get a taxi. If that's cool with you, give me a buzz this weekend and I'll tell Mum she can relax.
	might - modal auxiliary to show a possibility (part of verb group get done). What is the informal word in sentence 2?

Could - modal auxiliary (part of verb groups come down and stay) - used as part of a request in the form of a question. (An offer also has a question mark if you ask Would you like to�); - comes first in the sentence (sentence ends with a question mark).

closing - informal



	Stage 4 - what sort of reply needed and by when

Followed by

Closing (end)

Name
	See you soon (I hope)

Luv

Teri


	Luv - non-standard spelling

Colloquial/slang/informal

Name


