
 

Competency level - 7.7  Writes for official purposes 

Pre Learning Activity 

Find the relevant letter type and match with the example letters. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Letter of requesting       Letter of apologizing 

Letter of ordering           Letter of thanking 

                Letter of responding 
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Post Learning Activity 

 

Fill the blanks using given phrases. 

 

..........................., 

Flower road, 

Kandy. 

25/05/2021. 

 

………………………………., 

David Perris motor PVT, 

Colombo. 

 

Dear Sir, 

....................................................................... 

I have been working as a ……………………………... for last few years. When I was going 

through the newspaper in last week, my eyes caught up the new model from your company.  

........................ model is really interesting and  I would like to know more details about the bike.  

……………………….. more details and the quoted price at your earliest to above address.  

………………………. 

Faithful, 

Brian Perera. 

 

A.B. Perera /  BMW HP5 racing bike /  Requesting details about a motor bike /  Thank you /  

Please send /  Sales Manager/  Professional Bike Rider 

 

 

 



Dear Students, 

 

Follow this link and practice more about “letter writing” 

https://www.e-thaksalawa.moe.gov.lk/moodle/mod/resource/view.php?id=43086 

Please watch this video to know about letter writing. 

https://youtu.be/Lj10Z_ap3cg  

 

Assessment 

Imagine that you are the teacher of Home Science in your school and you want to buy some 

electrical items to the Home Science Room. Write a letter to a leading company in your area 

requesting their prices. (Mention the electrical items you want to buy)  

                                                                                                                                  (10 marks) 

 

https://www.e-thaksalawa.moe.gov.lk/moodle/mod/resource/view.php?id=43086
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