	Letter writing checklist 
Have I included?

	The sender’s address
	

	A date 
	

	An appropriate greeting 
	

	An introduction (short explanation about why you are writing)
	

	Paragraphs split because of themes in the letter 
	

	Written in 1st person
	

	Informal vocabulary 
	

	Positive tone 
	

	A conclusion 
	

	A ‘farewell’ to the recipient (e.g. hope to hear from you soon…)
	

	Sender’s name at the end
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Features of a Diary Entry

Uses the past tense

Uses first person pronouns (I, we, my, etc)

Describes the writer's point of view, thoughts
and feelings

Includes opinions as well s facts

Uses ambitious words to describe people and places

Is written in an informal style, as though speaking
to someone

Uses time conjunctions to link events

Organises events into paragraphs

Uses inverted commas to show direct speech





