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As yo E:
types of {Sttece:

1. Formal or Official
letters. -

l’Lr%(mal letters. :
Fotmal letters deil‘WRE

\dmmmn to schools, em;;al
petitions, complaints, etc an
write them to people in the

Features of formal letters

Formal letters should
have the following
features:

1. Writer's address,
written at the top right-
hand corner of the
page, as in:

Au Electoral Arca

| SCHOOL CAPE vi. Body —_ thc

New Tafo, Aky:
ii. Date, written in
one of two forms:
a. the day first
(written in the ordinal
form), followed by the |
month and the year, as

Tack GF Aniecies i« |

Visit www.graphic.com.gh

should be a concln
paragraph, in which
you sum up what you
have written.

For instance:
Concluding, I hope
you have taken note of

the hardships residents.

of your electoral area

ollowed by the
writer's signature and |
his/her full name in I
capital letrers,

In our last
discussion, we looked
at the features of the
formal letter, where to ‘

- put them on the page

sure you provide the
appropriate features
for every type of letter
or essay you write to
earn marks for your
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school every term and this term is |
no uxu:ptlon- Qt Sme,l‘mwdhg m

English Languag Dbti

By Joe Boye

t the BECE level,
questions on question
are on how the |

tags are formed and also how
the questions are answered.

For instance, we can have:

1. Your friend knows me, -

a) isn't it b) don't he c¢)
doesn't he d) known't he

2. Accra isn't the capital city of |
Nigeria, is it?

a) No, itisn't b) Yes,itisn't ¢) | 1

Yes, itis d) No, itis
Last week we learnt that
guestion tags are made up of
statements followed by questions;
that if the statements are positive,
the tags are negative, and if the
statements are negative, the tags
are positive, as in:
1 Your &icnd knows me,

dmrmmodbylhetypcufvu‘b
we use in the statement. In other
| words, the type of verb we use in
the statement we make before
asking the question will determine
the verb we have to use in the tag.
The types of verbs we can use in
Our statements are:

1. CLASSIC VERBS or verhs
that denote action, also called
acton verbs These include
cmm,eo.m,nm
| DANCE, STUDY, PREACH,
BATHE, WRITE, SPEAK,
TEACH, ARGUE, TOUCH,

im'r,

THROW,
PUSH, PULL, COOK,
POUND, RUN, JUMP, BEAT,
BUILD, WEED, WORK, etc.
2. MODAL VERBS or verbs
ﬂntmmdvlbudmvuhm
upmpmm




