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ConnectConnect letter 
writing to a purpose.

Every letter starts 
with an idea 
and a purpose. 
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Think about your letter’s purpose, your main idea, and who will receive your letter.

RespondRespond  to 
questions to plan 
your letter. 

What type of letter 
will you write?
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Writing a letter is a great way to communicate thoughts and feelings in a personal and meaningful 
way. In an age when dashing off an email or posting on social media seems to be the preferred 
method of communication, receiving a handwritten letter is particularly special because the 
writer intentionally chose to write and send it.
Writing is one of the four basic language skills, along with speaking, listening, and reading. Unlike 
speaking unrehearsed, writing gives you time to think your ideas through and communicate 
exactly what you mean and feel - uninterrupted. And you can use pictures to illustrate your words. 

Why write Why write 
a letter? a letter? 

It could be to let 
someone know you 

care about them, 

provide information, 

celebrate a special 

event, or send cheer 
and support. 

It could be an 
invitation to 

an event. 

It could be a story. 
Perhaps it is a letter 

to a character 
in that story, 

or maybe that 
character is writing 

YOU a letter!

It could be to 
share what you 
are thinking at 

this moment. You 
could write a letter 
to your present or 

future self. 

How will it be sent? How will it be sent? 

If you need an envelope, can it be
If you need an envelope, can it be

made with scrap paper and tape?
made with scrap paper and tape?

To whom will you write?
To whom will you write?

What writing utensil(s) What writing utensil(s) 

will you use?will you use?

How will the words look on the page? 
How will the words look on the page? 

Straight?           Cu
rvy?             Spira

l? 
Straight?           Cu

rvy?             Spira
l? 

Outline of a shape or pictu
re?

Outline of a shape or pictu
re? 

Will there be any hidden words or secret codes?
Will there be any hidden words or secret codes?

Will you add any art?   Will you add any art?   YESYES                      nono                

YESYES                  nono                
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PresentPresent 

Mail your letter, deliver it in person, or send it through the Internet.

If it’s for your future self, find a safe place to hide it away and put a 
reminder on your calendar to open it at a future date.
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Write your letter. 

Take time to do a first draft, revise it to make the message clear and 
interesting, make the writing readable, and add art if you like. 

Sign and seal it.
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