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Can identify and recall how
to structure an informal

personal letter.

Can write a short letter and
highlight some important
experiences and events.
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Personal letters are not just a means
of conveying information.
They should be full of feelings,
with descriptions and opinions
to tell your readers
what you really thought.
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Preview and warm-up

B In this lesson you are going to learn how to structure an informal letter and
some advanced phrases to use when writing.

Dear Rachel,
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Before you start

B Before you start any piece of writing, there are certain things that you must
think about.

B Have alook at them below.

There is always important

The purpose information to communicate
of the letter and this is what you should
focus on.

Who you are writing to: in this

The recipient case, it is a friend.

Because you are writing to a
The language friend, informal language is
appropriate.
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Structuring an informal letter

B Hereisthe basic structure that informal letters should follow.

Opening greeting

Introductory paragraph: Talk about previous
contact and ask the recipient a question.

Body paragraphs: Put the main information in
here.

Conclusion: Talk about future contact, as well
as why you are ending your letter.

Closing salutations
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Opening and closing

B We saw on the previous page that you need to open and close your letters.

B The formula to do this is very simple.
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Opening and closing

B Here are some phrases that you can use in the introduction and conclusion of
your letter.

B The phrases you choose will depend on the context.

Introduction Conclusion

Thanks for your letter. It was great Anyway, | have to go now, I've got loads of
to hear from you. work to do.

| have to finish now - my class starts in 15

It's great news about your new job. :
minutes.

How are things? It's been ages since |

heard from you. Let me know what you think.

Sorry | haven’'t written sooner, I've

been run off my feet at work. Hope to hear from you soon.
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Things to remember

B Thisis an informal letter, so below are some things to bear in mind while you

are writing.

Use contractions: don't can't, etc.

Use one or two exclamation marks.

Ask direct questions.

Use slang, idioms and colloquial language.

Use phrasal verbs.

Use informal linking expressions: but,
anyway, etc.
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Writing a personal letter

As this letter is going to be personal, it should be about an experience that you
have had or something that has happened to you.

There are some important things to remember when writing this specific kind of
letter.

Use adjectives to describe the experience: The experience was subjective, so use
extreme and bold adjectives to tell someone how much you enjoyed it, or how
terrible it was.

Always give your opinion on what happened.

Try to involve the person you are writing to. Maybe they would like to have the
same experience, or maybe you wish they had been there.

.
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Vocabulary review

socialising

recreational

activities leisure
enthusiast to indulge
an attempt to
amusement

improve sth

a form of
recreation
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Vocabulary review

The bar was a great place for
socialising.

There were loads of recreational
activities to do at the holiday camp.

AN | don’t have a lot of leisure time
normally.

I'm a SUrfing enthusiast! A=
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Vocabulary review

F m We really indulged in all of the great
@ food.

| made an attempt to improve my [,
surfing skills.

- Our daughter’s attempts at surfing
- provided us with great amusement.

. o
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It's a popular form of recreation over
there. @&
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Fill in the gaps

Fill in the gaps with the words below.

improve enthusiasts recreational amusement

1. Large hotels often have a wide range of
activities available to guests.

2. During a holiday is a good time to attempt to
on something.

3. Stories which seem annoying at the time often
provide a lot of for the listener.

4, Cookery might want to take a trip
to Italy to improve their skills.
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Complete the sentences

Complete the sentences so they are true for you.

1. The last time | made an attempt to improve something was ... .
2. My favourite form of recreationis ... .

3. lam a/an enthusiast.

4. The best place in my city for socialising is ... .
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Writing

Write some sentences about a recent weekend trip you have been on.
Read your sentences to your teacher.

Have you ever been to the same places?

"ndu\ged SOCia”Sing P
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Vocabulary review

allergic to

annoyed about astonished at

different from keen on

incapable of guilty of

fed up with
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Vocabulary review

I'm allergic to mosquito bites.

| was really annoyed about the flight St
delay. @&

We were astonished at the beauty of
the place.

It was really different from what we
had expected.
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Vocabulary review

2 ilr 1I'm really keen on trekking.

My wife is incapable of sitting still for
five minutes.
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Fill in the gaps

Fill in the gaps with the correct prepositions.

1. lam guilty not spending
enough time on preparing food.
2. lwas astonished how much

thought my wife put into my present.

3. Thailand was really different
what | had expected.

4. 1think I'm incapable learning
to surf.
5. I'mallergic peanuts, so |

have to be really careful in restaurants.
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Writing

Write answers to these sentences.

What are you guilty of in your everyday o
life?

o

f,

P

When was the last time you were really e

astonished at something?

Have you ever met anyone who was e
different from what you had expected? e
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Complete the sentences

Complete the sentences so they are true for you.

1. When I'm on holiday, I'm really keen on ... .
2. | am absolutely incapable of ... .

3. When I'm at work, | often get fed up with ... .
4. |am allergicto ....

5. | often get annoyed about ... .
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A personal letter

Here is a very short example of a personal letter.
Use this example to review the structure a personal letter should take.

Dear Kate,

| haven't heard from you in ages! How are things with
you?

I'm writing with some big news: | got engaged!

Anyway, write back soon - | want to hear all your
ideas for the wedding.

Love,
Julia
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A personal letter

Here is a slightly longer example of a personal letter from someone
who is telling their friend about their recent birthday party.

Dear Tom,

Thanks for your letter, it's great to hear your new job’s going well. Sorry |
haven't written sooner, I've been snowed under at work.

You asked about my birthday party - it was brilliant. It was a complete
surprise, as you know - my friends planned it all and I thought | was just
going out for dinner. When | turned up to the club, all my family and friends
were there! You know I'm a bit of a Coldplay enthusiast - well it was
decorated with their posters and the DJ played their music all night. | felt a
bit emotional all night, actually. It really made me realise how much my
friends care about me.

Anyway, I'm sorry you couldn’t be there. Maybe next year? Write back soon.

Love,
Carrie
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A personal letter

Here is an example of a personal letter in which the author is telling a
friend about their last holiday.

Dear Simon,

Thanks so much for your last letter, it was great to hear from
you! I'm glad to know your new job is going well. How are your
parents? You didn't mention them. Well, you asked about my
holiday, so here it goes.

As | told you, | just spent two weeks in Bali. My wife and | were
fed up with our normal holidays in the UK, so we decided to go
somewhere exotic. It was really different from what we'd
expected - so green, and such a lush landscape. And we were
astonished at the temples, there was one around every corner,
each more beautiful than the last. It was a bit overwhelming at
first, actually, the culture shock and everything.
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A personal letter

We stayed in a brilliant hotel. The food was all inclusive so we really
indulged (a bit too much in my case!), and there were loads of recreational
activities available. You know that I'm a bit of a water sports enthusiast so
while we were there | tried my hand at surfing. Let me tell you, it's not as
easy as it looks, and it provided a lot of amusement for my wife, as well as
a few bruises for me. It really took me out of my comfort zone, which is
something | believe in experiencing.

All in all, the holiday was brilliant, | really recommend Bali if you can get
there. The only bad thing was that the flight coming home was delayed -
we were stuck in the airport for 6 hours. Nightmare!

Anyway, | have to go now, dinner’s ready. Write back to me soon and let
me know what you've been up to.

Best wishes,
Pete

Did the letter communicate enough information about the holiday?
Is it sufficiently informal?
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Write a letter

Now write a letter to a friend about a recent holiday you went on or an
important event which just happened in your life.

Remember to include information about who you went with, what you
did there, and any interesting experiences you had.
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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
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0 ‘ Writing

Write another letter to a friend about a different topic than the
one you did in class. It could be about someone you met
recently, or something that you have learnt. Remember to use
as many phrases from the previous lessons as you can.

OO0 00 0o 0o 0 0o 0 0O
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About this material

This material is provided by /

lingoda

lingoda \Who are we?

(& Why learn English online?

8%% What kinds of English classes do we offer?
@ Who are our English teachers?

How do our English certificates work?

We also have a language blog!
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