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T0 WRITE
TO INFORM,
EXPLAIN

OR REQUEST.
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Dear Headteacher,
| am writing t0 ask about

n he library © enin
- exte ding t y opening
@ REQSUN &
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< Many students need n'n:annm.’£
- time to study and complete

CLEAR POLITE

POINTS TONE SIGN OFF

SLah T e
Some finish late clubs.

EXAMPLES = Others travel far and arrive

= TENSESUSED

after 4 p.m. @ PRESENT SIMPLE
consl nmg :
) st o> e . | O masTsMme

@ PRESENT PERFECT

e FUTURE (WILL)
MODAL VERBS

(should, must, can)

Thank you for considering

THANK You = my suggestion.

Yours sincerely,

™

Foo TN oov 1x)

o Use formal language e Use slang

& Organise clearly €© Use short forms

(e.g. don't)
Be polite
0 poli o Make it too long
@ Check spelling

Forget your
and punctuation © Forgety
purpose
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