
GGA – Writing (Letters) for Year Three: Spring 2 

Success Criteria

I wrote my address on the right-hand side and put the date.

I wrote Dear… followed by a comma.

In the first paragraph I explained why I was writing.

In the second paragraph I put the main details.

In the third paragraph I wrote a closing statement asking for 
a reply.

I ended using ‘Yours sincerely’ or an informal phrase for 
family or friends.

I was polite.

I used capital letters for the names of people, places and 
titles.

Why are we learning this? Why is it important?

Letters are a way of 
communicating with other 
people. Some people still send 
letters and emails work in a 
similar way.

Letters give us a written way 
to communicate with other 
people.

Dear …. 
followed by 
comma

Address

Date

Yours
sincerely…. followed
by comma

Remember that in Year Three you must always:

Make sure that all sentences have a subject and a verb and make 
sense.

. ? !
“ “ ,

Use the punctuation that you have been taught correctly.

Reread your writing and uplevel it to make it more exciting.

Check your spellings using a dictionary.

Use neat handwriting with correctly formed letters and try to join 
your handwriting.
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