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Darwin Gould & Co. 
Solicitors 
5 Castle Walk 

Allanstown 
AL1 4LJ 

Tel 02345 969696 
Fax 02345 979797 

                                                  Email  
 
07/08/20__ 
 
Dear Sir and Madam, 
 
With reference to our discussions in our office and your purchase of 54 Lake 
Lane.  This is to let you know that the transaction is preceeding as per our 
discussions and Exchange of Contracts won’t be long now, I’m sure you’ll be 
glad to hear! 
 
I have been asked to tell you again what co-ownership of property means, just 
incase you did not manage to take it all in face to face.  Basically there are 2 
types.  The first is joint tenancy.  This is where you both own the whole of the 
property rather than each owning a part of it.  Tenancy in common, the other 
type, is a bit different – you both have independant shares and this might be a 
good idea if you want to leave your part of the property to, say, your mum or 
dad. Quiet alot of people do this, or to there children in case they seperate or 
divorce. 
 
Also do you remember how much Jerry is paying and how much Kevin is 
paying towards the property?  This might have a bareing on which you go for. 
 
I truly hope this helps, if there are any ramifications please don’t hesitate to 
contact my boss or myself, 
 
Yours faithfully, 
 
Ursula 
 
Darwin Gould & Co. 
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Questions 

Write a memo to Ursula with your comments on her draft.  Focus on the 
following:- 

 
(a) Does the letter achieve its purpose?  Why/why not? 
(b) Is the information accurate, comprehensive, and clear?   Why/why 

not? 
   (c) Is the tone appropriate?  Why/why not? 

(d) Is the layout appropriate?  Why/why not?. 
(e) Is the sentence structure correct?  Why/why not? 
 (f)  Can the language be easily understood by the reader? Why/why 
not? 
 (g) Are there words or phrases which are ungrammatical, over-
technical, redundant, vague, verbose, or unnecessarily colloquial?  If 
yes, which? 
 (h)  Are punctuation and spelling correct? 
 

 

 


