a friend or someone you

N Make sure you put your
When you are writing to address on the right

know very well, always start

with ‘Dear’ rather than ‘To’
and use their first name.
Grenville is my brother.

/

Try to
start each
paragraph
slightly to
the right

/ Thank you very wiuch for the atlas you gave me for my bérz‘hday. [t was

Neo. | L'ccadi/[y,
London, WIB EAR

ZZnd A}m'l 2071
Dear Grenville,

very kind of you to give me such a /we/y 96}”7.‘. [ have a[Ways wanted. an atlas
and it will be so useful deciding where [ will go next on my adventures.

Pel”ha}% [ will visit our relations in Canada! \

( hape you are not too busy Wor/dmy and the hedye fund. in Berkdey
SQuare is qoing well. [ wonder if Ervest Goldsworthy from the Bank of
€ myland will give me a reference for my passport app/mtwn?

See yow very soon and F[ease send a big bear hug to Consuela and your
little cubs.

Love,
Burlényfom ‘..-..

hand side

and include today’s date!

Always

L say thank

you for the
present,
what the

present was
and why

you enjoyed

the present

!

Or you could use Best wishes
or Kind regards



N Make sure you put your
When you are writing a address on the right hand side

business letter or being more and include today’s date!
formal use Mr., Mrs. or Ms.

and their surname. I would
not say Dear Earnest!

\

No. | P L'ccadi/[y,
London, WIB EAR

Z3ud April 207

Dear Mr. Golds worthy,

/ ([ hope you are well and have recovered from my wiishap at the Bauk of
England. | wonder if ( could ask for a reference? The Daily Bear newspaper
/ have advertised o position wniting for their travel colummn which [ think

would suit we very well. ( will g0 on lots of aduventures with my friends
Try to
start each
paragraph | a reference from a previous ewployer and. as ( have only ever worked for you
slightly to
the right

and. write about them, what could possib/y g0 Wmmy.? However they need
[ wonder if you could P@sséb/y help we. [ know [ an/y lasted a day at the
Bauk of € mylamd but [ did try very hard and ( think | would be very good
at this job. [ am much better at ha[idays than counting.

[ look forward to hemmy from you.

Yours sin cerely,

Burlmyfam B ear...-..

Yours sincerely is used when
you are being more formal




Make sure you put your
Write Sir or address on the right hand side
1:14adam lif you and include today’s date!
o not know
the name of the
person you are
Wwriting too

No. | P L'ccadi/[y,
London, WIB EAR

30th April 2071

Dear Sir or Madam,

/ [ am writing with reards to the advertisewent in The Daily Bear

for a ID0s£z‘L'0m on your travel desk. [ think [ would be very 900(1 at it as
/ [ love qoing on ho[édays and. having lots of adventures with my friends.
Umfor’éunaéeé/ Mr. éo/dswwfhy at the Bank of € my/amd has not rep/ied to
Try to my letter asking for a reference. [ only worked at the Bank of England for a

start each

paragraph | day but ( am a very hard working bear especially when it comes to relasing
slightly to

the right and. eating carrot cake.

[ look forward. to Workmy at The Dﬂd}/ Bear. /ncidmz‘a/[y is the
posa‘wn pm‘—ﬁme because every day mighz‘ be a bit wmuch for me?

Yours faiz‘hfu//y,
Burlmyfam Bear ....
)

i

Write Yours faithfully if you

do not know the name of the
person you are writing to



