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-Ensure that you are meeting the needs of your audience/ purpose.
	
	P2. Body
-This is the main part of the letter, where you really discuss the issues/ topic.
-Remember to keep the language and tone casual and conversation like.
-Ensure that you are meeting the needs of your audience/ purpose.
	
	P2. Body
-This is the main part of the letter, where you really discuss the issues/ topic.
-Remember to keep the language and tone casual and conversation like.
-Ensure that you are meeting the needs of your audience/ purpose.
	
	P2. Body
-This is the main part of the letter, where you really discuss the issues/ topic.
-Remember to keep the language and tone casual and conversation like.
-Ensure that you are meeting the needs of your audience/ purpose.

	
	P3. Body
-Use connectives to link your letter together.
-Continuing addressing each of the points in the paragraph above.
	
	P3. Body
-Use connectives to link your letter together.
-Continuing addressing each of the points in the paragraph above.
	
	P3. Body
-Use connectives to link your letter together.
-Continuing addressing each of the points in the paragraph above.
	
	P3. Body
-Use connectives to link your letter together.
-Continuing addressing each of the points in the paragraph above.

	
	P4. Closing and Sign-Off
-Summarise the main ideas in your letter.
-Choose an appropriate sign-off statement for your purpose/ audience.
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