Personal Letters

Checklist

   1. Draw up a stages column and write in the details of each stage.

   2. Draw up a language features column and in the column show: - three informal or colloquial words you have used; - an example of a modal auxiliary; - a first person pronoun; - a verb in the present tense;

   3. Check your letter carefully for: - standard spelling; - standard punctuation (capital letters and full stops); - agreement of singular (one person/thing) and plural (more than one person/thing) verb and noun groups; - word endings; - tenses.

