ACTIVITIES FORMAL, INFORMAL LETTERS AND E-MAILS

1. Decide if the following sentences are written in formal or informal  style?
1. I look forward to receiving a prompt reply.

2. My family and I are having a great time here!
3. Would it be possible for you to attend the next conference which will be hold at Princeton University?

4. Give Mary a big hug from me.

5. I’m writing to ask if you’re having a good time at the summer school.

6. I am anxious to know what your recent activities have been.

7. Just a line to let you know that I’ve just passed my driving test.

8. I have no further news at the moment.  

2. Decide if the following sentences are openings or closings of informal letters. 

1. That’s all my news. I have to go now.

2. The reason why I’m writing is because...

3. I’ll write as soon as I can.

4. Give my kind regards to your husband.

5. Sorry I’ve taken so long to write you back.

6. Please write me soon and tell me all your news.

7. Hello, how are you? I hope you’re fine.   

8. Hi, how’s everything going? 

3. Complete the e-mail with appropriate words or expressions.


To

Mary Johnson



From

Jane McArthur


Subjet

Meeting


Dear Mary,


Thanks for your (1.)______________. I (2.)______________ to go and see you. 

(3.)_____________________ would be a perfect day for me, as it’s my day off at work. We can (4.) ____________________ at the coffee shop on the corner of Military Road with Camdem Street. 

Tell me what are you doing (5.)________________? I’m working for a business (6.)__________________ as an admin assistant. I really like my job, but I’d like to (7.)_________________ to a higher position.

I’ll see you on (8.)___________________.

Best wishes, 

Jane 
4. Read the following letter and correct the mistakes. Write S for spelling, P for punctuation, WO for word order, G for grammar or WW for word word.

Dear Martin,

How are you? I hope you’re fine. I’ve got so much things to tell you about me that I don’t really know where to start! Leaving in Florida has been such a wonderfull experience that I never imagined that I would enjoy so much there.

To start with, I’ll meet a lot of new friends who were also studing at the same University I was in. There was many Cuban people, so I felt very close to these mates, sice we all share the same native idiom.    

The most good part of my stay in Florida was the beautiful beaches and the nightclubs. They were simple fabulous. 

  
As soon as I move back to my home in Spain, I’ll be calling you to see you.

Love,

Alex

5. Read the following letters and answer these questions. Which letter is formal and which is informal? 
   LETTER A
	Dear Klara,

It’s been a long time since I last wrote to you. Sorry about that, but I’ve been so busy in the last months. 

I’m working as a shop assistant in a department store here in London. I have a part-time contract, but I spend almost two hours by train and underground to get from my flat to my workplace every day. I’m sharing a flat with another girl from Turkey. She’s really nice and she has a very handome boyfriend, who comes to see her quite frequently. They’re a perfect couple!

Tell me what’s going on with you. Are you still working in the shoe factory in Alicante? Is your family OK? 

I’d like you to come to London and visit me some time. 

I have to go now, because I have to work in a couple of hours.       

Take care

Love, 

Tina


LETTER B

	Dear Jessica,
I feel obliged to write to you to inform you how everything is going here in London. Please accept my apologies for not writing sooner but I have been very busy and I have not had a suitable opportunity.

I have found an acceptable job as a shop assistant in a well-known department store here in London. The kind of contract that I currently have is part-time. However, it takes me a long time (almost two hours) to arrive to my workplace every single day. At the moment, I am sharing a flat with another girl who comes from Turkey. She is a very respectful person, and she has a boyfriend who often comes to our flat to visit her.                 

I would like to know about your life. I would like to know whether you still work for the shoe company in Alicante. Let me know whether your family feels well. 
I look forward to hearing from you soon.

Yours sincerely, 

Margie 
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