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Functional Skills English | Level 2 Letter Templated/Structured 
Writing Frame 
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Response 

 

Your Address 

 

 

 

 

 

Their Address 

 

 

 

 

 

Date 

 

 

Polite opening greeting / salutation 

 

 

Introductory Paragraph: 

• Why you are writing 
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Describe what you are doing now and your career ambitions 

 

 

 

 

 

 

 

Explain in detail how you would use the money 

 

 

 

 

 

 

 

 

 

 

Explain in why you deserve the funding 
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Concluding paragraph 

 

 

 

 

 

Closing salutation 
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Conclusion 

 

 

 

 

 

 


