


There are lots of different ways that you can
write to inform.
You might have been informed by:

• instructions;
• letters;
• recounts.

Writing to Inform
When you are writing to inform, you are trying to explain ideas to 
someone or to pass on information to the reader. 

Can you think of a time 
when you have read 

something that told you 
some information?
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Features of Writing to Inform
To try to inform your reader, you could include some of the
following features: 

Joining Words
and      but      so      or      when
Use these words to join your 
ideas together and to extend your 
sentences. This can help you to 
pass on more information 
through your writing.

Tenses
Past Tense or Present Tense

Use the correct tense all of the 
way through your writing. You 
could need to use the present 
tense or you may need to write 
in the past tense.

Repeat the Main Ideas
570g flour on the 20th October

Add facts and figures into your writing to pass 
on key information to the reader.
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Can You Spot These Features?

• Which tense has the text been written in?

• Did you spot any joining words?

• Can you spot any facts or figures?

Click here to read the text.
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Can You Spot the Features in These Instructions?
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facts and figures

Did you spot any 
other important 
features in the 
instructions?

present tense

Which Features Did You Spot in These Instructions? 

joining words
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Can You Spot the Features in This Letter?
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facts and figures

Did you spot any 
other important 
features in the 
instructions?

present tense

Which Features Did You Spot in This Letter? 

joining words
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Can You Spot the Features in This Recount?
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joining wordspresent tensefacts and figures

Did you spot any 
other important 
features in the 
instructions?

Which Features Did You Spot in This Recount? 
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