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First Think About
1) Who is your audience?

Look for clues within your topic question for who you are writing to, and what 
their position or title is. 

I.e. Write a letter to Jamie Parata, the manager of your local New World, thanking 
her for the store’s donation to your sports team upcoming tournament. 

2)What is your purpose for writing your letter?

-thanking someone, letter of recommendation from an employer, cover 
letter for a job application 



phrases



Cover Letter
The purpose of a 
cover letter is to 
explain to the 
employer why you 
are a good 
candidate for the 
job. It is a chance to 
elaborate more on 
your experience, as 
a resume can be 
limiting 



Letter to government- Purpose



Your Task
To write a letter to Mrs. Bartlett and Mrs. Hewlett proposing a possible 
year 10 context trip. 

You must connect your trip to a possible context, and outline logistics 
such as cost, and transportation. 

Every student gets a budget of $50 to use towards trips.

I.e. context: Communication Across the Galaxy
Trip: Stardome to learn about constellations and planets, links to science


