Farnsfield St Michael’s School
Branston Avenue

Farnsfield

Newark

NG22 8JZ

12 March 2007 

Pointy Pencil Sharpeners

43 Gerrard Way

Andover

Hants

AN31 2RE

Dear Sir,

I am writing to tell you that I am unhappy with the quality of the box of pencil sharpeners which I bought from your catalogue last week. They are on page 23 and the item code is PS12.

When I first  gave the sharpeners to the children in my class they worked very well. The pencils had a strong, sharp point and the shavings were kept in the plastic container. The children found them easy to use and there was no mess.

However, after three days the problems started to occur. The first thing was that the plastic container to hold the savings worked loose very easily. It happened on all of them, and even after an adult had done them up tightly so there is definitely something wrong there. 
Secondly, the sharpeners stopped working because you had to really push the pencil in hard and even then only a few shavings came off and the point didn’t get much sharper. This made it hard for the children to get on with their work.

I have bought your product for many years and up till now have had no complaints. I would appreciate it if you could look into the matter as soon as possible and I look forward to your speedy reply. I would also like either some replacement sharpeners which work or a refund.

Yours faithfully

Mr S Coyle


Farnsfield St Michael’s School

Branston Avenue

Farnsfield

Newark

15 March 2007 

Dear children,


        I am hoping to take a group of you on a residential trip to Scarborough, on the North Sea coast. We will be staying in a youth hostel for a week in the summer term. As part of the planning, I would like to make sure that the things we do are suitable for people of your age. I have therefore decided to have a competition, with the three best entries going free of charge.


To enter the competition, you have to write a letter to me saying what sort of activities ought to be included in the programme. Remember that the week needs to include things that all sorts of people will enjoy, not just the things that you like doing.


To help you in your planning I suggest you think about what things there are to do at the seaside, not just playing the slot machines and building sandcastles. Remember it is a school trip in school time and the activities during the day need to be appropriate.


I look forward to receiving your letters

Mr P Mansfield




Headteacher

What makes this a good example of a formal letter?

· writer’s address on the right hand side

· recipient’s address below it on the left

· written in a formal tone, not familiar

· standard English

· impersonal language

· formal connectives

· introductory paragraph states why you are writing

· miss a line between each paragraph

· each paragraph deals with a separate issue 

· final paragraph states what you want the recipient to do

· sign off formally (sincerely if you know the person, faithfully if you have written to Dear Sir/Madam)

BA criteria

A + BA

AA all
