ECRMAL EMAILS AND LETTERS
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257N Write an email to a friend. Tell them some recent news,

talk about your plans and ask them for some advice.
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Dear and the name
| (not surmame) of

E the person you are
iL writing to.

Start with Hi or r
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Use contractions
! and the short form
i of words (e.g. I'm,
: ncrt J am.}.
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Use By the way or
. Anyway to change
. the subject.
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| Use interjections
|I|<E Oh and Well.
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Suggested paragraph plan:
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~~~~% Hj Sandra, IR

Thanks for your last amaif.‘gafrf it’é taken me a while to reply but,
| was ill all last week with flu. Luckily, I'm feeling better now.

My big piece of news is that I'm going to the US at the end of August!,
Our school is doing an exchange programme, so we're going to a hlgh
school in Michigan for three weeks and then, at Easter, the American

students come hére and sfay with U¥. I'm really looking forward to

going.
When we go, we're staying in Chicago for two or three days. You've
been to Chicago, haven't you? Can you give me some tips about
where to go and what to see? -
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---— —# Anyway, what about you? WI1:at are your plans for August'?’ Are you

going to work in that supermarket, like last year?
Write back sogon. Oh, and don't forget to tell me about Chicago!
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~ Best wishes, ..
Ed

Paragraph 1: Introductory phrases and salutations.

Paragraph 2: Saying why.you are writing the email. Giving news.
Paragraph 3: Any additional information. Questions, etc.
Paragraph 4: Concluding phrases.
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Begin with
introductory phrases
like Thanks for your
last letter, It was

- great to hear from

~ you, Sorry | haven't

~ written for a long
time or I'm wriﬂng to
teH you ab{::-ut
Use exclamatiﬂn
marf(s
Aak questu}ns Ika
How are you? How

. are things? Are §

2

on holiday at the
moment? What
abﬂutyﬂu?
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End W'Ith phrases

' like Write back

i soon, That’s all for

now, All the best
Bye for now, Best
wishes.
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