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Using a flow chart

A flow chart is a diagram showing a sequence of events in a step-by-step process.

Arif used this flow chart to plan writing a letter to confirm a holiday booking.

Letter to book Loch Larach holiday
flat for the weekend.

Y

Address letter to Mr Thomas.

Y

Put in today’s date: 6 October.

Y

Put dates of when | want to book the
flat: 23 and 24 October.

!

| have enclosed £40 deposit.
Make sure | enclose cheque.

Y

Give my phone number so he can
confirm he has received the deposit.

'

Write that | look forward to meeting
him on the 23 of October.

A flow chart can also be used when writing a report on something that has happened, such as
an accident at work.

Consider using a flow chart like this to plan your writing.
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