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LESSON NOTES 

School: Ba Sangam College     Year/Level: 11                        Name: _______________ 

Subject: English       Week 11                        Year: ________________ 

Strand Writing and Shaping 

Sub Strand Language features and rules 

Content 

Learning 

Outcome  

Use correctly the conventions of written English including grammar, usage, 

spelling and punctuations to communicate ideas logically. 

Letter Writing: letter to the editor 

 

A letter to the editor is a letter sent to a publication about issues of concern from its readers.  

Letter to the Editor Format 

Sender’s Address 

Date  

Receiver’s Designation  

Address 

 

Dear Sir/ Madam 

RE: __________________________________________ 

 

Body of the Letter 

Introduction- Gives a brief abstract of the content to follow. 

Content- Includes the main details and subject matter of the letter. 

Conclusion- This part concludes the information to provide a summary and give fluidity to the 

whole content. 

 

Yours Sincerely  

Sender’s Signature 

Sender’s Name 
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Activity: Fill in the Blanks        (10 marks) 

Varadoli Street 

P O Box 359 

Ba 

______________ 

 

______________ 

The Fiji Sun 

Suva 

 

Dear Sir/ Madam 

Re: An appeal to raise concern about reckless driving 

With great admiration and belief in the columns of your newspaper, I seek to bring to your kind 

notice that road _______________ have become an everyday occurrence in our city, as also in 

cities all over the country. 

 

Reckless driving is a __________ issue, which takes away many innocent lives in the country 

every year. A large number of accidents are caused by people driving recklessly after being 

drunk, as also by people who fail to follow _________ rules, either deliberately or otherwise. I 

was a witness to one such accident a few weeks ago, where a lady crossing the road was _____ 

by a car. Although she survived the accident, she was ____________ injured. Unfortunately, 

such episodes happen every day. 

 

Hence, through the pages of your esteemed newspaper, I would like to appeal to the people of 

our country to refrain from engaging in reckless driving and urge them to __________ follow 

traffic rules. This can help save a lot of ____________ lives. 

 

Thanking you in anticipation! 

Yours faithfully 

_____________ 

James Singh 

 

 


