
Task 1 (Red Task) 
On the next pages, look at the letters that are in the 
wrong order. Try and put the paragraphs in the correct 
order using this format:  
 

1. Addresses and date 
2. Greeting, and explanation of why you are writing the 

letter.  
3. Content of the reasons for writing the letter.  
4. Outlining what you expect to happen.  
5. Sign off 

 
Letter 1: a, e, c, d, b 
Letter 2: b, c, e, a, d 
 
 
 
 
 
 
 
 
 



 



 
 

 

 

 
 
 
 
 
 
 
 
 



Task 2 (Yellow Task) 
Look at the following letters. Which section of the letter is missing? Can 
you fill in the missing section?  

1. Addresses and date 
2. Greeting, and explanation of why you are writing the letter.  
3. Content of the reasons for writing the letter.  
4. Outlining what you expect to happen.  
5. Sign off 

 
 

 
 
 
 



 
Missing the sender’s address, date and sign off.  
 
 
 

 
 
 
 
 
 
 
 



 
Task 3 (Green Task) 
Look at the following letter. 
Can you put them into the correct order, and figure out which section is 
missing? When you have found the missing section, can you write it 
out?  
There are some other mistakes in this letter, can you correct them? 


