Digital Skills

Task 
[bookmark: _GoBack]Use Word to write thank you letter to someone that gave you a present over the holidays. Remember to name the item you received as the gift and give a reason why you liked the gift. Tell them about your holiday and things that you have enjoyed doing as well as asking them about their holidays and any gifts they may have received. By asking them questions you might find that they write you a letter in response!

Try to include the following information in your letter:
· Your address – this usually goes in the top right-hand corner of your letter (so that they can reply to your letter)
· Dear (their name)
· I you know the person well you may choose to sign the letter off with ‘best wishes from’ or even ‘love from’ if it is a close relative. If you do not want to use these ‘yours sincerely’ is often used to sign off letters where you know the name of the person you are sending the letter to.

Remember to add lots of detail to your letter and punctuate your writing carefully.

