
A functional letter is a formal letter e.g. a complaint or 

request. When writing the letter your child should be 

clear about the purpose of the letter. Your child 

should be aware who they are writing to and should use 

appropriate words. 

HOW YOU CAN HELP WITH WRITING 

FUNCTIONAL LETTERS 
 

Look at magazines and newspapers/ watch television 

programmes where children are encouraged to write in to 

the editor or producer. 

Write requesting information for a school 

project or a hobby. 

 

Write to complain about something you have bought or a 

poor service. 

 

Write a request to join a swimming club or arrange a visit 

to a museum. 

 

Encourage joined up, fluent handwriting and neat 

presentation. 

Encourage your child to proofread their writing carefully. 

* Use plenty of praise and encouragement. 

* Make writing fun. Write some letters together! 

Stow Primary School 

Helping with Writing 

Writing together 

really helps me. I 

like talking about 

my ideas. 

It’s good to know how 

I can help. He is more 

enthusiastic about 

writing. 
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Scottish Borders Council 

Newtown St Boswells 

 

Any Primary School 

Any Street 

Any Town 

AB1 CD2 

 

29th March 2004 

Address 

and date 
 

 

When writing letters children learn to: 

 
include an 

Melrose 

 

Dear Sir/Madam, 

 

I am writing to you as a pupil of Any Primary School to make you 

aware that, even though we appreciate you resurfacing the play- 

ground, we have now lost the lines that used to be on the playground. 

 

The playground lines are important to us because children have a greater 

choice of games, all ages use them and children have something to look 

forward to at playtimes. 

 

 

Clearly state 

what the 

letter is about. 

 

 

 

 

Clear 

detailed 

at the 

beginning clearly 

state what the 

letter is about. 

address and 

date. begin using 
Dear Sir/ 

Madam. 

 

end the 

letter 

formally e.g. 
Some other vital reasons are that the lines make the playground safer for 
games like football because it gives children a section to play in and the 

lines help to organise the younger children at the end of 

playtimes. They are also used for the PE curriculum, including 

different sports and tournaments. 

Another point ……. 

Furthermore ….. 

explanations  

 

include a 

personal response 

within the 

closing remark. 

Yours 
faithfully.  

write clear, 

detailed 

explanations. 

I realise that lines cost a lot of money but for our playground to be the best it 

can it have to have lines. 

 

I hope that I have been able to convince you that the children would have a 

safer and more enjoyable playground if they had lines. 

 
Yours faithfully, 

Closing 

Tools for Writing 

* Use full stops, commas and question marks accurately and experiment 

with other punctuation for effect e.g. exclamation marks, inverted 

commas, dashes, brackets, etc. 

………….. 
 

 

Formal 

conclusion 

remarks * Accurate spelling of all common and familiar words. 

* Use a range of joining words e.g. although, however, since, in order to, 

etc. 

* Deliberately use adjectives and/or adverbs for detail and description. 

* Vary sentence beginnings and lengths. 

* Mark paragraphs correctly. 

Letter Writing 


