
Can I organise paragraphs 
in a letter?



Fast Five

Can you correct these sentences?

1. the man quietly crawled along the floor
2. “how many slices do you want”
3. the Bee floated around the garden

Sentence checklist:

1) Starts with a capital 
letter

2) Has a noun
3) Has a verb
4) Is a whole idea that 

makes sense on it’s 
own

5) Finishes with a full 
stop, exclamation mark 
or a question mark

Answer on the 
next slide.
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Organising a letter
Letters have a very specific format, and the paragraphs need to be in the correct 
order. In the top right corner of your 

letter, you need to write your 
address

In the top left 
corner of your 
letter, you need 
to write the 
recipient’s 
address

Under your address, you write the date 
the letter was written. 

Under the recipient’s address, you write 
the recipient’s name. If you don’t know 
their name, you write Dear Sir/Madam



Organising a letter
Letters have a very specific format, and the paragraphs need to be in the correct 
order. 

Paragraph 1, 
explain why you 
are writing the 
letter.

Paragraph 2, this is the 
main content of the 
letter where you outline 
the reasons that have 
lead you to write the 
letter e.g. reasons for 
complaint. This could be 
split into multiple 
paragraphs if you have 
a lot to write about. 

Paragraph 3, conclusion 
of the letter, outlining 
what you would like to 
happen as a result of 
writing the letter. Sign off using, ‘Yours 

Sincerely’ or ‘Yours faithfully’



Try and organise these parts of a letter into the correct 
order. 

Answer on the 
next slide.

1. Addresses and date
2. Greeting, and explanation 

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



Try and organise these parts of a letter into the correct order. 
1. Addresses and date

2. Greeting, and explanation 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


