All about letters

* Match the letters to their purposes.

Complete the chart.
2

1

Dear lan,

We were very

leased to hear
about your exam
results. You must
have worked very
hard.

Letter Purpose About what?

2 to complain a hard toffee bar

to congratulate

to recount

to enq uire

to explain

to comment

4

Dear Mrs Aske,

in answer to your .
questions about the »

layout of the store:

. we installed frozen
food units with doors
because these help to
keep the food at the

right temperatur®:

e Read six other letters.

e Explain why they were written and what kind of
reply the writer hoped to receive.
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