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CHAPTER ONE

A Friendly Letter

Did you ever get a letter in the mail? It is fun to
have someone send a letter just to you. You
can write a friendly letter, too. Think how
happy a friend or loved one would be to get

a letter from you. Let’s get started!



A friendly letter has five main parts:

1. Heading (the letter |

/ writer's address
555 Oak Road and the date)

Anytown, State 01010 .
October 6, 2012 2. Greeting (the words |

(_/’/' that begin a letter)
Dear Pat, T

How do you like living in another state? Do you have (..\

your own room?

Guess what? We're getting a dog! Dad wants a big \
dog. Mom wants a little dog. What do you think we 3. Body (the
should name our new dog? m.ain part

Last weekend I wanted to surprise Mom and Dad. of a letter)
I made pancakes. There was flour everywhere. Mom

said next time we should make them together.

Please write to me. I will write back. We can be (_J
pen pdls.

Your friend, 4 4. Closing (the words
that end a letter)

Jamie

PS. 1 miss playieg ball with you after school.

5. Signature (the
letter writer's name,
written by hand)

|




Stationery is special paper. It is used for
writing letters. Sometimes, it comes with
matching envelopes. You could also use

plain paper and white envelopes.



Here’s what you’ll need to complete
the activities in this book:

e Clean notebook paper

e Stationery and envelope

e Stamp

e Pencil with an eraser
e Pen
Dictionary



CHAPTER TWO

Greetings!

Who will get your letter? This helps you
decide what you will write. Maybe your
grandpa lives far away. You want him to be
your pen pal. This is someone who writes to
you and you write back to him.

Grab a pencil and a sheet of paper. Let's
start writing a friendly letter!



Heading and Greeting

INSTRUCTIONS:

1. Use the letter on page 5 as a model for your
letter.

2. Write the heading. The first part of the heading
is your home address. It goes in the top left
corner of the page.

3. Write today's date below your address.

4. Now write the greeting "Dear"” and the person's
name.

5. Put a comma after the person's name.

It's time for the next step of writing a friendly letter.




CHAPTER THREE

Read All About It!

Your news goes in the body of the letter. What
news would you like to share? What would

the person you are writing to enjoy reading?




Make a short list of ideas for your letter.
Here are some examples:
* a book you enjoyed reading
e a family trip to the zoo
e funny tricks you taught your pet
* how you played on a sports team

t | d a photo of
Maybe you can sen
[ \/OL\I/r‘ pet along with your letter.




INSTRUCTIONS:

1. Take out a separate sheet of notebook paper.
Choose two ideas from your list. Write each idea
on one line of the notebook paper. Leave space
between the ideas.

2. Write two or three sentences about each idea.
These sentences will become a paragraph.

3. You can also write questions. Your pen pal will
answer the questions when he or she writes back.

4. Work on your sentences until they are just right.
Use a dictionary to check your spelling.

5. Use the letter you started earlier. Use a pen to
copy your paragraphs to the letter.

6. Indent each paragraph. Look at the letter on
page 5 to see indented paragraphs.

Now you have the body of your friendly letter.

What do you think comes next?




IDEAS FOR My LETTER .'

. THE Zz0o0. j
Last week We went to the zoo. I like to look gt the :
snakes. \What is your favorite part of l

2. SOCCER TRYOU T, ‘
Iryouts for the Soccer team gre o Saturday, T haye
been practicing Kicking the bgll dround with my
friends at the PArk. I hope we all make the team,




CHAPTER FOUR

P.S. Sign Your Name!

The closing is how you say good-bye. There are
many different closings. Choose one you like.
Write your signature below the closing.
Sign only your first name if you know the
person well.
Did you forget something? Add a
postscript, or P.S. This is a short message that
goes below your name.
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Closing and Signature

INSTRUCTIONS:

1. Choose a closing for your letter. Here are
some examples:

* Your friend,
* Laughs and lollipops,
- Yours truly,

2. Make sure the first letter of the first word
is uppercase. The rest of the words should be
lowercase.

3. Put a comma at the end of the closing.

4. Sign your name below the closing.

5. If needed, add a P.S. below your signed name.

LYour closing can




CHAPTER FIVE

The Envelope,
Please

Your letter is finished! All that is left is to put it
in an envelope. There are post offices all over
the world. They take care of a lot of mail. Help

them by making sure everything on the

envelope is correct.
Don't forget the stampl

Jaime Johnson
555 Oak Road
Anytown, State 01010

n

R IR LR YR

Grandpa Johnson
123 State Street )
Anytown, State 01010




INSTRUCTIONS:
1.
2.
3

4,

. Put a stamp in the upper right corner.

Addressing an Envelope

The seal flap should be at the top.

Be sure fo write on the front of the envelope.
Write your name and address in the upper left
corner.

Write the name and address of the person
getting the letter in the center of the envelope.

re
pPostal code:s G“S::i?\fnst; ot
d"ff?»f‘?y«\“'fw‘“ Z’\\ is cxddr‘e,ssse,\;io\sr:r
Leﬁﬂé oby visiting oncdc; ;
o adaposf.ca/ cpo/m v
(www.can f) & odu\? m.m
defxa\i';f m'ore, about this site.
Yo j

when you address
an envelope,




CHAPTER SIX

Ready to Mail

It s almost time to
mail yoyp letter

Check everything one more time:

1YES CINO 1. Did [ write a heading in the
upper left corner?

CYES ONO 2. Did [ use the greeting
"Dear”?

C1Yes ONO 3. Did I spell the person’s

name correctly?




[1YES INO 4. Did [ remember a comma after
the name?

C1YES CINO 5. Is the body of the letter clear and
easy to understand?

C1YES CINO 6. Are my paragraphs indented?

YES CINO 7. Did I spell all words correctly?

Yes ONO 8. Did Iinclude a closing?

C1YES ONO 9. If the closing is more than one
word, does only the first word
begin with a capital letter?

C1YES CINO 10. Did [ remember the comma?

C1YES INO 11, Did I sign my name?

C1YES CINO 12. Does the envelope have my
address and the reader’s
address?

C1YES INO 13. Is there a stamp in the top right
corner?

Did you answer yes to all of the questions?

Good job!




555 Oak Road
Anytown, State 01010
October 6, 2012
Dear Grandpa,

How do you like living in your new house? Do you
have a garden where you can grow vegetables?

Last week we went to the zoo. I like to looK at the
snakes. What is your favorite part of the zoo?

Tryouts for the soccer team are on Saturday. My
friends and I have been practicing Kicking the ball at
the park. I hope we dll make the team!

Please write me back, Grandpa. We can be pen pals,

Love and lollipops,
Jamie

P.5. When are you coming to visit us? I miss you!




Your friends a
Members wi|

when your Jet

nd family
be happy,
fer arriveg|

Now, put your letter in the envelope. Seal it
shut. Don't forget to mail the letter! It won't take
too long to reach the reader. Soon, you may
find a letter in the mail just for you!




Glossary

body (BOD-ee) the main part of a lefter
closing (KLOH-zing) the ending of a letter

dictionary (DIK-shuh-ner-ee) a book that lists words and their
meanings

envelopes (ON-vuh-lohpss) flat paper coverings that are used to
mail letters

greeting (GREEting) the opening words of a letter, such as Dear
Sally,

friendly letter (FREND-lee LET-ur) a letter written to someone you
know, such as a friend or family member

heading (HED-ing) the writer’s address and the date, written at the
top of a letter

indent (in-DENT) to start a line of writing farther in from the left edge
of a page than the other lines

paragraph (PAIR-uh-graf) a group of sentences about a certain idea
or subject

postscript (POHST-skript) a message that begins with “P.S.” and is
added to a letter below the writer’s signed name

seal flap (SEEL FLAP) the part of an envelope that folds down to close it
signature (SIG-nuh-chur) a person’s name signed by hand

stationery (STAY-shuh-ner-ee) special paper used for letter writing
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