Letters Requesting Information

Letter Model

	Stages of text

Your address

Date of letter

The address of the organisation

Greeting

Reason for letter

Extra information which will help the organisation meet your request

Point 1

Point 2

Closure

Signature
	45 Bandage St

Christchurch 1003

25th May 2000

Records Dept

The Careful Clinic

Patient Drive

Christchurch

Dear Sir/Madam

I would like to request all my medical records as I am moving to Australia next month.

I enrolled with the clinic in March 1992. My doctor is Dr. Needle and my last visit was in April this year. Please send the records by the end of this month, as I will be leaving New Zealand on June 3rd.

Thank you.

Yours faithfully,

I.M. Sik
	Polite and formal tone.

Reason signaled by as

First person pronoun used -I and my- as writer is giving personal information.

Politeness marker used - please

Check the tenses used in this letter :

   - when is the present tense used and why?

   - when is the past tense used and why?

   - when is the future tense used and why?


