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Writing to Santa

Santa loves getting letters from children. Each year he receives millions of letters
from girls and boys all over the world. Following these easy steps, you can write
to Santa too.

To write to Santa you will need some special equipment:
43 Apen (from this kit)

4 2 pieces of scrap paper

4 A sheet of Santa
stationery (from this kit)

Write to Santa to tell him

é An envelope (from this kit) your good deeds, what you
want for Christmas or say

4‘ A standard postage stamp e t
“ A Santa sticker seal (from this kit)m"‘\a\j1 i e

1. Make a list 2. Write a rough draft
Before you start writing your letter ~ Now that you have put your ideas to
you need to think about the paper, it's time to write a rough draft of
CONTENTS. This is the most your letter.
important part of your letter, and Using the scrap paper, write out
you are the inventor! The contents the contents of your letter in
are your very own ideas and proper sentences.
thoughts. The contents are the Include in your rough draft: a
reason you are writing and the HEADING, a GREETING, a CLOSING
message you want to share. and your SIGNATURE. (These special
On scrap paper, list all the parts of a letter are explained on the l'
/ things you want to say in “sample letter” pages of this book.) '
your letter. Once you have finished your

rough draft, ask an adult to check
the spelling, punctuation and grammar.

)} W/

’
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3. Write the “good copy” Qops!

With your corrected rough draft by

your 51d(-3,.y;)ut atr‘e read'y to write on to say after you have signed
your special stationery! your letter, write a

Carefully write your good copy in -
/ pen, including all the special parts POSTSCRIPT (see page 7).

of a letter.

If you think of something else

Great! You've finished your letter.
Now it’s time to address the
envelope (see page 9).

he three sample letters
to Santa in this book show
you what your letter to

Santa might look like.
s



| A letter to Santa

Sample letter 1

Heading
Your name,
address and the

\- Contents

. '\ What you want
me'\o Wr.ﬂe' \ to say and why
| you are writing
| n
. Greeting

~ Your hello to ou.
. the person YoV

you are Vej :
writing to . d
{om\oVe
o‘iO\I1
Christm
ind of
Closing \ km
The way you say |
goodbye at the Love
end of your letter _Jo oK
T

;
Your signature 7.-




: Sample letter 2
Heading
Your name, r\

address | \ : :
and the date s VI i
’ Bittgp = G€ls

/ 3DeCe B " Ro
/ h.)b Gﬂs : ad
Greeting — | €7 2005 Dhblff ng %
Your hellotothe | b €arSan »
person you are ’
it - Coulg
wrltlng to J ChrB h:::suj)!eqse bnng r
: m
: apy,
Contents My it T8 PRy fo
What you want Shiff ;55 er, atie
to say and why € will Callh n
you are writing | * Prom : e Call hj, M
OF lots aporr . + Wil el
picked d’OfS of edM]’jnlf
orh,' Gfedsqu’ks Ihqv th ?Clkeh'
i, “ddEG‘co" € alr, ady im
Your g IQBOW qrandredfe d
signature ¥ ANdfoy 'O take him t4 h
| Love Oolfor “sho

| Closing
| The way you
say goodbye
at the end of
your letter

Postscript (P.S.)
If you think of something
else to say, you can add it
at the end of your letter




.—f-‘"’/-)’
i _7_7._‘_,..,_,,__,.7-—‘- : E\\O Mﬁc’ha\\ C\ose
a1 prospec!
Heading
Your name,
\ address and
S the date
per 200
Dece™ \
nta ) T NoV scho? i
pear> e goodﬂ‘ﬁ el mputers avrm Contents
1 have D¢ i oney for new cé-lghboufh"o - ) What you want
aised 39 | g\gtest ¥ gnamy rof to say and why
Greetl rbqs jing &P = o bul ofzh ve you are writing
reeting gm Yown: ek %
Your hello hope yoU \ irinfo aR A\;_,ks ndthey bridges |
to th ; L oan ™= athof the ortwee® =0 ;
nr set30 - Zdihe wid O iould @IWO O\ ees.5O
person you me e.
melre \

are writing to |

Why not decorate plain
sheets of paper to make
your own personalised
writing paper?
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\
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| _

Your street ~
address

Your Santa e_naveio;ye
Addressing the envelope ookl

It is important to address your envelope

J‘ @
correctly, so the postman or woman knows ,‘3‘5"*0 j
where to deliver it. Always double-check to L RTH POLF qqqq
make sure the address is current and correct. “—*-——~—~H
Name of person to .
whom you are sending
On the Front of the envelope, the otees Stick slann

write the Addressee details —
(that’s who you are sending —

your letter to). l M
Street address r JOhn 5fm’rh

cm S/ |
Town and ~ |
R \ GrO\/e i
‘ @ BA| yyp |
Seal your Santa ‘-' :
letter with your e County P \';‘c’l;‘—*-———nw /
special Santa | i i
sticker seal 4 /Your name &
_— ——— K‘lg"éepgg\éo el Close Your town

~ Onthe Back of the
| envelope, write the
. sender’s details

R\
/ Twyford
\ =i gerkshire

. (that's you).
Your 7 &
county, and | . ———
postcode  § e
Folding your letter.
Depending on the size of

your envelope, your letter
can be folded in half or in
thirds. (Try one of the ways
shown).




Your letter to Santa goes
into the post box. C

—~The mail van takes your letter t
sorting office, where it is marked
with a special code - “to Santa at
the North Pole”.

On Christmas morning

- SURPRISE!

The elves make ¢
and pack it ontg

On Christmas Eve Santa delivers your
present.

10,7
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The mail truck takes your letter to the airport,
where it joins thousands of other children’s
letters on the long trip to the North Pole.

and wrap ifbur present
Santa’s sleigh.

o Santa reads
7 your letter.

“too busy to write back,
so his helpers will send you
a card.



Sending
Christmas cards

Christmas is a time to spend with people you love. But sometimes
you can’t spend Christmas with all your family and friends — maybe
your cousins live far away or your best friend has moved.
Christmas cards are a
great way to share Christmas ¢
with all your family and
friends. Sending cards to
family and friends who are
far away shows that you are
thinking of them at Christmas.

" To send a card within
the UK, use a stundurd}

Ist or 2nd class

stamp. e

Sharing your Christmas plans and other
news in your Christmas card

Whether you buy Christras cards or make them yourself (see pages
14 and 15), the message you write inside is the most important part.
A Christmas card is a good way
to tell friends and family what's
happening at your house over
Christmas, what you are
hoping Santa will bring you

and anything else you can
squeeze in.

The first
Christmas card went
[\ on sale in 1843!




Get into the Christmas spirit with your
Christmas card message

People use a number of special phrases to wish each other well
over the Christmas season. You probably know some of them:

® Merry Christmas
B Season'’s Greetings
B Happy Holidays

';
As the Christmas period is very ?::i‘:t:g: cy :::S e

close to the beginning of the next delivered on time by
year, people often say “Happy New L ___posting them early.

Year” or “best wishes for the new year” C——
in their Christmas cards too.

It's fun to get in the Christmas spirit and include one or more of
these phrases in your Christmas card message.

The more Christmas cards you send,
the more you are likely to receive

You don't just send cards to people far away. It can be fun to write
a listand send cards to everyone you really like.

You can collect all the Christmas cards that you and your family
receive, and hang them across a piece of ribbon in the dining
room or lounge - your
cards will become their own !

y Before you post your Christmas
COlourﬁ’,ll Christmas écurds, you must address each
decoration. envelope (see page 9).




L[

Make your own Christmas cards

Dazzle family and friends at Christmas with a
work of art! Making Christmas cards is easy to
do and heaps of fun! Following these easy tips
you can create your very own Christmas cards -
a wonderful gift for the people you love.

cupboards, and pull out stencils,
stickers, stamps, glitter, glue, coloured
pens, pencils, paint, coloured paper and
scissors — all the things you need to
make your very own Christmas cards.
You can even cut up old Christmas
cards and stick parts of them onto
coloured paper.

4 To make your card, fold a
coloured piece of paper in half. You
might want your card to be the
shape of a Christmas tree, Santa, a
; reindeer’s head, Santa’s sack or
5?::2;3‘.’ Gt c"ig// j even a present. To make your card
ol into one of these shapes, first draw
the outline of the shape in pencil,
then cut carefully along the pencil
lines with scissors.

Personalise your Christmas
cards by sticking on a

ADigthrough your drawers and i - gg"‘*‘ni%




é Now you are ready to decorate
your card. Before you start, think

about what you want your finished
card tolook like. It's a good idea
to draw your ideas on the card {ue=
in pencil first, and then decorate it.

L K N
N 'T/l__e
¥
i/

Also follow these tips
to make invitations to

: | - Christmas parties or gift
N’ £ tags to put with presents.

oy

iy

é If you are using glue or anything else
sticky, make sure it's dry before you write your
Christmas message inside the card and put

it an envelope.

Before you post your
Christmas cards, you must
address each envelope
(see page 9).



Everyone knows Santa loves receiving letters, but why write to other
people? Well, a letter is powerful. A letter contains your message - it is
your ideas and thoughts on paper. A letter doesn't vanish into thin air
like a phone call. A letter lasts. A letter can be kept and re-read.

Write a letter to be heard

There are many times when it is better to write a letter. If you need
information for a school project, you want to ask the Council
about something in your neighbourhood, or you want to get a
message to your favourite pop star, it is always best to write a
letter. The person you want to speak to is very busy, and they
might not be able to talk to you on the phone.

fﬁ - Writing a letter in these situations is a sure way to be heard. Your letter

M will also be a constant reminder for the organisation, the Council
or your favourite pop star to respond to you. Unlike a phone call,
a letter won'’t disappear.




Letter-writing has a long, long
history. Postmen in ancient
civilisations ran long, long
distances to deliver spoken or
written messages.

Write a letter to share yourself

Writing a letter to relatives or friends is a special way
to share news, tell stories and show drawings and ,
photos. A letter is special because it takes effort and |
work. A letter shows your friends and family that you
are thinking about them. If you are sorry for
something or want to say thank you, it is better to
write a letter — a letter means more.

Sometimes, it is easier
to get your message
across in a letter than
by talking — there is less
chance of confusion.



Different types of letters

Letters can be written for lots of different reasons. In every
letter you write, your ideas are the most important part.

Once you have decided what you want to say, you need to
work out what type of letter you should write.

There are three main types of letters.

Formal letters

Formal letters are letters that you write to people you don’t
know. You may want to write a letter to the Mayor or to your
favourite toy company.

In formal letters it is important that you get straight to the
reason you are writing, and say what you want the reader of
your letter to do for you.

If you don’t know the name of the person you are writing to,
write “Dear Sir/Madam” on the greeting line.

In a formal letter you need to write the title of the person
you are writing to and the full business address above your
greeting line (see page 20). You should also use a formal
closing. For example, “Yours faithfully” or “Yours sincerely”.

t
i



Fun letters

Personal letters are letters you write to people you know.
You might want to write to your grandparents or your
friends. You can write to a penfriend overseas, or you
could write to a friend who has moved house. The
contents of your letter can tell people about your
holiday, ask someone for help, or say thank you for
something - anything at all.

Personal letters are fun because you can share jokes,
stories, poems, drawings or photographs with people
you know.

Feeling letters

It is good to write letters to express your feelings. Letters
help you organise the ideas in your head, and the person
you are writing to can keep your letter to remember your
words.

If your friend is sick, you can write a letter saying that
you are sad they are ill and that you hope they get well
soon.




A formal letter

Sample letter
Heading
Your name, address
and the date

Heading 2 2F A
Bear ®briary 2005 5A;hfen Ross
business a emcy,
yor : p esc
address of Town HQUenirm LL”’E’POof ent
the 825 oM | 68p
person Duk
to whom you Verpg o e
are writing LI 544
Greeti Pear Mayo,
reeting ¥ I
y ad th
Your hello to P
Uncjl in
the person Clls pig b g
you are h y C.Onc ns ays thf
Yo *’eZ;rSF Stobe Cypedihathg oy - <SS hihe pot
anedin Ow| Th N Oakt o
o I enjoy i l';ng e 5 She of
2 = VOV Sittn ns i ne of }
with 9 ung, in I8ypy he §;
v erth rst [
7 iy frien,;szn y g: free an req | Contents
,Wnﬁ"g this neigh owsqf r,andpy. 9 My bog [_What you want
htnoy, '€ n rthe 00. A1 @ alot to say and why

you are writing

signature Forma
The way you say
goodbye at the end

of your letter ;.

£ 20
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A fun letter

Heading Sample letter

Your name, address

and the date \
/
/

/ Tqrh
/ ]

Greeting / S August 2005

S
Your hellN Vs
the person you Dear Crangp,
a

are writingto |

Contents - {
What you want

to say and why
you are writing

/' Closing

'~ The way you
say goodbye
at the end of

your letter
—f——‘m"—”f'/ﬂl

Postscript (P.S.) ,‘
If you think of something ™,
else to say, you can add it ¥
at the end of your letter

21




Posting your letter

Your letter’s journey starts
when you place your letter
in the street post box.

]

The Sorting Office ¥ °
The mail van picks up
your letter from the post
box and takes it to the
sorting office.

Delivery of your
letter

The journey of
your letter ends
when the postman or i
- woman delivers your letter to the address 22



At the Sorting Office

Here the letters are then sorted
electronically into different postcode
destinations.

Transporting your letter
Your letter is then taken to
the delivery centre closest to
its final destination.
Depending on where your
letter is going,your letter can
travel by van, truck,
aeroplane, ship and/or train.

= Delivery Centre ™ : .
At the deliverycentre your letter is sorted -~

. 23
and then placed in the postman or £ y
woman'’s bag for delivery. i :

7




2 _ALEN

Letter-writing can be fun!

Q | Writing letters is fun. You might find it a little hard at first — there
| is a lot to remember. But the more you practise, the easier
you'll find it. So keep practising and you'll soon be an expert.

And remember: if you send letters, you will get them too.
The more letters you send, the more you'll receive!




Maybe you want to write to Santa to ask him for a bike
for Christmas, or you need to write to a company for
information for a school project. Or perhaps you want to
write to your cousins on the other side of the country.

Well, now you can.

This handy book gives you all the information you need
to write to Santa and other important people.




