Writing a
letter




Goals

Can structure a simple
letter.

Can distinguish between
formal and informal fixed
phrases that are used in
letters.

www.lingoda.com


http://www.lingoda.com/

Dear John, How are you?
Sincerely, Jane
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Introduction to writing letters

There are several ways to begin a letter - some are more formal, while others are
informal

Formal greetings are useful for applying to jobs or someone you don’t know.
Informal greetings are better for friends and family members.

Informal Greetings Formal Greetings

Hello, Dear Sir,
Hi there, Dear Madam,
Hey, To whom it may concern,
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Introduction to writing letters

There are also many ways to end a letter - both formal and informal. The end of a

letter is followed by a comma, and then your name.

Informal Formal

See you soon, Best regards,

Take care, Best wishes,

Love, Sincerely,
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Vocabulary review

to answer
to be free to write
Unfortunately, |
I'm unable to... pian
to attend to get together

It would be my
pleasure
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Making plans

Unfortunately, I'm unable to meet this
weekend.

But | am free next Tuesday!
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Making plans

I'm sorry, but | can’'t attend the party.

She wrote me a letter, so | answered it.

-~

Can you please answer my letter as
soon as possible?

y

It would be my pleasure to attend your
wedding!
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Make two lists from the words below

Formal

Informal
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Take care

Best regards

To whom it may
concern

Love

Dear Sir or Madam

Hi there!

See you soon

Sincerely
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Make 2 lists

Write a list of when you write formal letters and when you
write informal letters. For example, a letter to complain about
your gas bill is formal, but a postcard to a friend is informal.

formal informal
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Tell your teacher

Are these beginnings formal or informal? Why do you think the people
are writing?

Hi Alex,

Thanks so much for your letter! | can’t wait to see you too.

Dear Marie and John, g
Thank you for the invitation. Unfortunately | will be unable to attend. ‘

Hi James,

| got your email. | can't come on Thursday. I'm free on Friday.
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Writing practice

Write three sentences using the words below

dinner party

this evening

soon
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Vocabulary review

soon
to go out ‘ event
I— )
next week evening
: i y
to listen to watch

full schedule
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Making plans

Would you like to go out to lunch?

| am free on Thursday or next week. ‘(M

\ ‘ <

h Would you like to watch a movie?

c‘

N\

We can go to a concert and listen to the
music.
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Making plans

\ y

»

p, Do you have any plans this evening?
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Match the beginnings and endings

Do you want to go...

in big cities. is full.

Which movie I'm free
do you... tOMOrrow.

I'm busy
today but...

et week, WANT O
OUt néxt weekK: WatCh?

I'm so busy. My schedule...
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Correct the text below

Dear Samantha,

How is you? | am doing great! | am have a party this
weekend. Would you liking to come? My friends and
roommates are coming. We is having pizza and snacks. The
party is at 9pm in Friday. | hope you can come!

See you soon,
Frank
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Fill in the blanks

Hi Emily,
are you? |
love to come to your
party, unfortunately |
have a . Maybe we can
to dinner
?
Sincerely,
Tom
next week how

but go out
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would
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Informal to formal

This is an informal letter. Can you change
some of the phrases to make it formal?

Hi Sabrina,

Thanks for your letter. | can't come to your party
on Friday but I'm free on Saturday afternoon. |

will be really happy to see you.

Love,
Jane.

For example: Hi Sabrina = Dear Sabrina,
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Writing practice

Write a short letter inviting a friend to an event. Say when and
where it is. Spend about 15 minutes, and try to write at least 50
words.
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Compare your writing

Party invitation
Dear Julia,

How are you? | am doing great. | have not seen you for a
long time! | would like to invite you to dinner. Are you
free next week? We can go to a new restaurant in my
neighbourhood. We can meet at 7pm at my house.
Please let me know if you can come. See you soon!

Sincerely,
Tom

Compare what you wrote to the letter above. Can you improve
your letter?
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Reflect on the goals

Go back to the second slide of the lesson and check
if you have achieved all the goals of the lesson.
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Reflect on this lesson

Think about everything you have seen in this lesson.
What were the most difficult activities or words? The easiest?
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- Answer key

aue( ‘Ajaiaduls

'noA 99s 01 aunsea|d Aw a9 ||Im 3] "uooulayje Aepinies

uo 3|qgejieAe we | Ing Aepli4 uo Alied JnoA pusne 01 ajgeun we | *J19139| JnoA Joj noA yueyl
‘euliqes Jeaq

61 'd 9sInuox]

woJ

‘Aj949ouIS

$99M IXaU Jauulp 031 IN0 03 ued am aghe|n

*9INPaYIs [N} e dAey | Aj@1eunyiojun 1ng ‘Alued JnoA 03 sw0d 0] 9A0| P|NOM | ¢NOA aie MOH
‘Awig 14

g 'd asinuax]

yueldd ‘uoos NoA 335 jswo0d ued noA adoy | "“Aepiu4 uo wdg

1e sI Aued aqk ‘SyDeus pue ezzid 3uiney aJe M) “3UIL0D dJe S91eWWI00J pue spually AN
$9WO0D 01 1| NOA pjnop\ ‘puaxaam siyl Ayued e Suiney we | j1eaa3 3ulop we | (NOA ale MOoH
‘eyauewles Jea(

£ 1°d as1uax3

I} st 3[npayds AN *Asng os wi,| "sa1312 S1g Ul SIUSAS JO S)0| aJe 3JaY] “MOJIOW 0] 934} W,|
ng Aepol Asnqg wi,| ¢ydiem 031 Juem NOA op 3INOW YDIYA Y@M IXau N0 03 03 3uem noA o
9| "d as1uax3

‘8unPaW e 33uelie 0) puall) e 01

:|eulJoju| "UOIIBYIAUL UB SUI|D3P 03 :|PWJIO0S 3|IYM B U0} Ud3S J,udAey NOA puali) e 01 :|ew.oju|
A ENBIEYE

9A07 ‘UOOS NOA 935 ‘24ed e] ‘{949Yl IH :jewlolu]

SpJedaJ 1s9g ‘A|249duls ‘wepe J0 JIS Jeaq ‘uJaduod Aew 31 LWWOYM O] :|eulioH

6'd as1019x3

www.lingoda.com


http://www.lingoda.com/



http://www.lingoda.com/

Homework activity

Choose three words from this lesson and write a sentence using
each of them.

M
y favourite Wo
rds

ambitious
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0 ‘ Write a letter

Write a short letter to someone that you don’t know well asking
for a job interview. Write at least four sentences.
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About this material

This material is provided by

lingoda

lingoda \Who are we?
Cé%' Why learn English online?

Q0 what kinds of English classes do we offer?

)

D

@ Who are our English teachers?

How do our English certificates work?

We also have a language blog!
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