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Letter writing – Interpersonal relationships  
 

You and your best friend had a disagreement and you both said some very unpleasant 
things to each other. You both have the right to be angry about what the other person said. 
You have been friends for a long time, since you were both at nursery school, and your 
parents are friends, so you have the responsibility to apologise. Write a letter of at least one 
page in length to your friend, explaining your point of view and apologising for your 
inappropriate behaviour. 

 

Your teacher will assess your letter using the following checklist. 

 

Description Yes No 

1. Is the content informative and interesting?   

2. Did the learner keep to the topic?   

3. Did the learner logically structure his or her ideas 

or arguments into logical paragraphs? 
  

4. Is the format of the letter correct?   

5. Is the letter at least one page in length?   

6. Are the tone and style of the letter appropriate to a 

friendly yet apologetic letter? 
  

7. Is the learner’s vocabulary sufficient for this 

purpose? 
  

8. Does the writer use varied sentences?   

9. Is the letter organised in logical paragraphs?   

10. Is the writer’s use of grammar, spelling and 

punctuation accurate? 
  

Two marks for every ‘Yes’ answer.  Total marks: 10 × 2 = 20 
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Suggested Solutions 

 
 
 

Quest. 

Number 

Poss. 
marks Solution 

1  20 Use the checklist in the Appendix of Assessment Tools to assess the learner’s letter of apology. 

 
 
 
Appendix of Assessment Tools   
 
Checklist for assessing a letter 
 

Description Yes No 

1. Is the content informative and interesting?   

2. Did the learner keep to the topic?   

3. Did the learner logically structure his or her ideas 

or arguments into logical paragraphs? 
  

4. Is the format of the letter correct?   

5. Is the letter at least one page in length?   

6. Are the tone and style of the letter appropriate to a 

friendly yet apologetic letter? 
  

7. Is the learner’s vocabulary sufficient for this 

purpose? 
  

8. Does the writer use varied sentences?   

9. Is the letter organised in logical paragraphs?   

10. Is the writer’s use of grammar, spelling and 

punctuation accurate? 
  

Two marks for every ‘Yes’ answer.  Total marks: 10 × 2 = 20 

 
 


