
Objective Concepts (parts of a letter – beginning (salutation), middle (body), 
ending (closing); abbreviations, P.S.); Sight words (need, know, when, I’ll) 

 
 
 
 
 
 
 
 
 
 
 
 

Letters 
By: Sue Peterson 

 
There are many parts to a letter that you need to know 

about when you write to someone.  Letters can be sent in 

the mail and delivered by the postman or mailman.  These 

letters need a stamp, so they go to the right person you are 

writing to.   

You could write to a friend, a grandma or a grandpa.  You 

could write to ask a question or to tell something.  You can 

send your letter anywhere in the world! 

When you write a letter, the first thing you need to write at 

the top of the letter is today’s date, which is the month, the 

day of the week, and the year. You need to have a salutation 

Vocabulary 
   

need when 

know I’ll 
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which tells who the letter is to. The salutation begins with 

“Dear” or “Hello” and the name of the person you are writing 

to.   

Your letter then tells lots of things you want to say by 

using words and sentences.  This part is called the body of 

the letter.   

Last, when you send a letter, it's important to end your 

letter with a polite closing.  The closing could be “Good Bye,” 

and then your name.  Or, you could write “From your friend,” 

and then you sign your name.  Other closings could be 

“Love”, “Sincerely” or “Best Wishes”. 

So you see letters have many parts:  the date, the 

salutation, the body, and the closing.  These parts of a letter 

are the beginning, middle, and end of your letter.  The 

beginning part is the date and salutation; the middle part is 

the body; and the ending part is the closing of the letter.   

When you write a letter, you can use abbreviations.  

Abbreviations are shorter words used for longer words.  So 

you can write “Mr.” and not the longer word “Mister”.  When 
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you use an abbreviation, you also use a period which is a 

small dot.  You put the dot after the word that is abbreviated 

like these abbreviations: 

Mr. = Mister 

Ave. = Avenue 

St. = Street 

Rd. = Road 

I’ll write you a letter so you can see the parts of a letter 

and know how to write a letter if you need to write one. 

 

March 17, 2013 

Dear Friend, 

 

I hope you are doing well in school.  You should 

always do your best! 

 

From a friend, who lives in another state, 

Guess who?   

            P.S.  My first name rhymes with “who”!

Date 

Salutation 

Body 

Closing 
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Practice 
 
Language Work 
 
A. Fill in the blank and spell. 
 

need  n ___ ___ d ___________________________    
 

when  ___ ___ e n ___________________________      
 

I’ll   I’ ___ ___  ___________________________ 
  
know  k n ___ ___ ___________________________   

 
 
B. Use each word in a sentence.  Underline the word used. 
 

need      ______________________________________________ 

_____________________________________________________. 

 

when     ______________________________________________ 

_____________________________________________________. 

 

I’ll  __________________________________________________ 

_____________________________________________________. 

 

know     ______________________________________________ 

_____________________________________________________. 
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Multiple-Choice Questions (Put an X in front of the correct answer.) 
 
1. What does the word “stamp” mean in the sentence that is referred 

to in the text:  These letters need a “stamp”, so they go to the right 
person you are writing to. 

 a.  neat printing on the letter 
 b.  an envelope for the letter 
 c.  a small piece of paper with a sticky back to show a charge  

      was paid for the mailing 
 d.  a mailman to deliver the letter 

 
2. What is the word used in the text that describes shorter words that 

are used for longer words like St. for Street and Rd. for Road? 
 a.  shorts 
 b.  less 
 c.  abbreviations 
 d.  smaller amount 

  
3. There are four parts of a letter.  Which is the correct order for the 

parts of a letter? 
 a.  salutation, body, closing, date 
 b.  date, salutation, body, closing 
 c.  body, closing, date, salutation 
 d.  date, salutation, closing, body 

 
 
Extended Response (Answer in complete sentences.) 
 
1. Why did the author include a sample letter on the last page?  
 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________. 
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2. Oftentimes, the writer of a letter uses “P.S.” at the end of the letter.  
It is used after the closing.  What is the purpose of using “P.S."?  
(Look at the sample letter in the story for a clue.)  

 
_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________. 

 
3. In the sample letter on the last page, there is a riddle for you to 

figure out.  The text says, P.S. My first name rhymes with “who”!  
What is the answer to the riddle and how do you know that the 
answer is right? 

 
____________________________________________________ 

____________________________________________________ 

____________________________________________________ 

____________________________________________________. 
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