
English Knowledge Organiser Spring 1 
 

 

 

 

 

 

 Week 4 – Formal writing and letter writing                              Examples of formal text 

 
 

 

 

 Formal writing uses standard English. It:  
• Is clear and to the point 
• Has a more serious tone 
      
       
       

        
          

   
      

 
 

Week 5 – Imperative verbs  
Imperative verbs are sometimes known as bossy verbs. 
They are verbs which tell you what to do.  
 
They are often seen at the beginning of a sentence and create a command. 
e.g. 

• Eat your lunch. 
• Tidy the cloakroom. 
• Write today’s date. 
• Walk home after school. 

 
In each of these commands, the imperative verb tells the person what action they need to 
take.  

    Imperative verbs can often be seen in: 
• Sets of instructions 
• Recipes 
• Conversations 

 
     

 Week 1 – Subject/verb agreement  
The subject and the verb of a sentence must 
always agree for the sentence to be 
grammatically correct.  
Subject is the person, place or thing.  
Verb is an action word or state of being.  
 
The basic rule is: 

• If the subject is singular (one) 
the verb must be plural. 

• If the subject is plural (more than one) 
the verb must be singular.  

e.g.  
The girl writes her story. 
The girls write their story. 
 

The verb ‘to be’ follows a different rule.  
Where there is one subject (singular), the correct 
use of ‘to be’ is either 
is, am or was. 
e.g. 
I am/I was feeling excited. 

He is/He was very gentle. 

She is/She was playing tennis. 

It is/It was a bright summer’s day.   
 
 
 

In the plural form, the correct use of ‘to be’ is 
either are or were. 
e.g. 
We are/We were excited. 
You are/You were all in deep trouble. 
They are/They were playing all day. 

Week 2 – Punctuation  
Comma 
~ separates items in a list. 
~ used after adverbs (‘however’, ‘moreover’ etc.)  
-Separates a subordinating clause from a main 
 clause when the subordinate clause comes first. 
 
Colon 
~ Introduces a list/dialogue/definition. 
 
The Dash 
~ separates elements within a sentence – long, dramatic pause. 
~ abrupt break in sentence, or a change in thought. 
~ acts as brackets. 
 
Brackets  
~ Enclose separate information. 
 
The Apostrophe 
~ to show that letters have been left out. (omission)  
~ to show possession. 
 
Inverted Commas (Speech Marks) 
~ indicate quotes (evidence). 
~ direct speech. 
 

 Week 3 – Non-chronological report 
Chronological means in time order.  
 
A non-chronological report is a non-fiction text that gives information that is not 
in order of time.  
 
Some examples of non-chronological texts are – letters, information texts, 
catalogues and leaflets.  
 
Features of non-chronological reports (seen in most not all) – (seen in most not 
all)  
 
Title – To tell the reader what the report is about.  
 
Subheading – To highlight to the reader what the content of each paragraph will 
be.  
 
Introduction – To introduce the content of the report to the reader (also used to 
engage the reader!) 
 
Conclusion – To summarise the content of the report for the reader.  
 
Technical vocabulary–To tell the reader detailed and accurate information 
about the content of the report.  

 

End of a letter  

Yours sincerely - If you know the recipient  

Yours faithfully – If you do not know the recipient  


