Writing an informal email

Look at examples

1 Look at the three examples of written
‘correspondence on this page and the opposite page.
@ Why was each cne withen?

b I what wns ase they similar and diffenent)

2 Read the three examples again.
a What type of text is each example?

b Which is the most {oamal, and which s the most informal?

¢ Highlight esamples of informal language in teas | and 3 Look
for the following featses:
~ Shet verb famms F've been thang
— Colloguial vocabalary  hang owt with his mates
= ‘Words left out (lpsis) (N weas) Good to fear fram pov,
— Abbraviations Jdon ‘n"Jo
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From: Matt Greenfield
Sentr 28 October 2007 13:00
Tot Jon Stewarl
Subject: Holdays and stuff

HiJon 'n’ do !
Had a great time In Turkey = nice people, nice
hotel, good food, perlect weather, Interesting
trips. Only real prob was flights - both delayed
rmore than 2 hours, Got hame last might af

1 o'clock, Glad you had & good time with Pate
and Chris and others. Gelting logether — great
idea but Tuesdays aren't good for us - how
about Wednesday 21517

Cieers

att and Tina

BTW Hope you enjoy Libya.




ﬂr_ur hm'l';-:!,
D Aist vealized tht T haven't thoaked yeo for the €D you sent Eor my bt hedary, !
Priject| S0 wich o thar T'va st startid Haka +i a tangd dives dlass Fhat 'L Srirrad 't
11__5 m:qr.ﬂ.:,,l rqi“::p', 3 F T o L Bt R -._ g B ;
Trvgs ara fine with o5, L'm sl workig part-rime ot the scheol | g Tivkd ieate pisk lessng, G Ii!h:'fh:&-:
Mich Frae time, Alar has decided he wants to tram to be o vadograrhar ond hat st sharbed fre Ir:rg'-:mgl:txad
frocess. He did a prelibary mrsi cowse lasr pear — and ba's sdiot fo oy’ For g place o a s,ﬁh'n‘sr WAl by
ctorse. Thare are ssully move apiiconts then there are plocas — o ' by ne means cerroi Hhat el st acceffed,
We'va all ctay. [ v revewber wy brother Matt, who went to Aetivalia? Well, hes buck — s Hine 3 st s
frah he's have #6 stay. He s gertand Fed iy with worlsd a8 o chalffesr and & fookhy For a dfferent Lind of b,

T reaily fove The-Exran

Ay, that s abort 5 For ow Wiite when yol ko Fine ) B
teis years since o were hare, ﬂﬂ.ﬁfhﬂmﬁwﬁ
udw&r:fﬁm?iﬁm_wm S F_."ﬂ-
Thark.s aiain For the prasent, O o

Besr e b

From; : Siva - —— il

Yo Bd: —
Duta | Thi 16.Jun 2008 152104

Hi Marco and Siivia,

Fye bean Trying o email you bul the mails keep Bouncing back — probably an old emel sddress. | hope this ona gats fhrough,
Hi Ed,

Ginod to hear fram youl Sormy sbout our horme senied — chever Kea 1o aend it 1o Marco's waork addraess| Marco's really busy, 5o
ha's toneardad it to ma.

W' wrting 1o tall you thet wa'l be staying of the cempsite nass you again this summern, Fisst two waeks of August, Thi fime
wa're fiying, than hiring a can Hops we can maal siein.

Girgsat naws! Call os when pou're heee and we'll amange & get-togathen Perbaps we could ge out for o maal - there's seversl
good restauranis nasr hens, (ke the pizzers we went to last tima, Remembar?

Thirgs s sy sy e, Jackie's (et stasted working 8= an assistant in a primany schodl and | hive o (esiEnse
photagraphic wadk than | ean cope with - eupposs we shouldn't complsn

Know wihal you fean. ["ve |ust starded & naw [0b a5 a ecaptionist na botel just down the road - very handy, Bl | e B
work weshends and evanings - 20 no holiday thes year and big changes to farnity el

Besckys [ust inlshad her fired exame. In Septembar she'll go 1o thi local collégs {for 16-16-paar-alds, Jo's st coming o the
and of har thind vear at secondany schpal,

The Boye have |ust started their summes holidays. Gianfranco pst scraped through hes exams! He'd much rather hang oul with
hie mates. Adrieno's dona prathy wall, but he's got a different aifiieds Lo (e, Both the boys've got scooters now, They aeem to
spend all thesr fres tima on tham. The only good thing s, they'ee making less phone calls — they dign’t usad 1o go ol at all
Ay, wa hope you'll B at home when we'ne In faly and that the weathers battar than last tima we met:

I'mt sure we'll ba around = just corne rownd ar give LS A g,
Basl wishas to you el

£d and Jackin
Liowa
Silvia
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Focus on - {"_‘.I
the language of informal emails

- Starting and fimsting irdoermal emalls: ‘i
Hi (Laura) / Hello (Laura) f Lours {name only)
G o heor from you, [/ Got the emad — thanks /
Sea yau (than) / Stay in tauch / Hope fo see you
caon / Love [/ Cheers / Spaok stan [ ke oare
Best f

Mgk {name oily}

Acranyrns used to save firme in emals:

Plan

3 You are going to reply by email to a letter
fram an old friend, saying what you have been
doing since you last met a year ago.

This i part of your fiend's ketter,

Ay, mwmmfﬁmﬁﬁiwﬁﬂ
Frat- Sam Im‘yﬁﬂ#ﬁ'ﬁﬂ«m e et
we'el il o P b e Loselieny Vel ealy hape =

Fﬂmmd‘hﬁh:ﬂ-mhm‘i danF Forgel BTW - by the way / MO — in my opinion /
i bt FY1 = [ar yaur information
o U R = = Shart verh forms;
igi we've boen having ./ we Tl arrangs | f
T el w0 e R R thﬁ myf;.iends’heaﬂim-..
— Colloguial wacabulary:

foads of (instead of 2 jot of) [ gne someone o fng
{instead of phane) / gled (nstead of pleased) /
get (instead of recene)

= Mon-standard grammar (Ernors!):
There's (There are) feerty students m my dass,
Thot's hess {fewer} studenty than in my lost dirss.
We didnt tsed (Use) o wonk very hard.

in your notebook, rewite these extracts from farmal

ketters using mformal language:

rsiad 1

2 Temr Makthew

..... . | am writing o Bk gou for atbending cur meeting
gestorday, |n my opirion, & kes very useful,

Make a Tist of things 1o tell your friend. Include some of
these areas of your [ife

— major changes in your ffe or arcumstances

~ family news and news of mutual frierds

— education ar wark

el am,
4 Plan your email paragraph by paragraph. | will be bn fouch again soon.
Example: it best wishes,
Paragraph 1 resporsd 1o the news in the exdiact above. Jeary
Paragraph 2 changes in your e i
Paragraph 3 news about famidy and friends o e

re e

Paragraph 4 what has happened to you at school,
coflege of work

‘Paragraph 5 suggest the twa of you kéep in touch

mmare reguarty

5 Social and Travel

Thank yow for your Letber which we recpived. Biia
morning. We dre sorry 0 hear Brab pou have been
made redundank, but very pleased thad gou wre hiving
A inbervies for aeciser job ek Wednesday.

We will be very lrderesked b5 know Whekbner you dre
successful, We wigh gow the besk of luck,

| Wowrs sincarely,




Write

5 Imagine that you only have about 15-20
minutes to write your email, so write quickly.
Write 200-225 words. Use infarmal language
and end your email by suggesting how the two
of you could keep in touch more regularly in
the future.

Check

& Read your email carefully, checking these

points.

— Content  Have you responded to the news in your
frierut's letes?
Have you managed to include all your own
news]

- Stmicture: Does your emai ook reader-fnendly? Heave
vous broken the information down into. easy-
to-read chunks!

- ‘Style Is the lerpuage infommal?

7 Write the final version of your email, making
any necessary corrections and improvements.

Did you know ...7 |
Email ig oldar han the intermnst. It stareed in 1965,
ancl by 1966 it was aligady poasthle tn setil Messa0es

et diffarant cofiputerd
The @ slgn wid inteduced into enail atldresses

in 1871 and quickly becama grandar

-
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LAass DOris

1 Exchange emails with another student and read your
partmers emall a5 though you were the person who
had written the leterextract onpage 16

2 Winte a brief reply, acknowdedging the email and
respording to the key information and news it
cortains.

E rapracbice

¥ 2 Listen to @ message left on your answerphone.
Write a baef email reply, responding to the speaker's

SURFESTIONS.

AP

Can-do checklisb
Tick what you can do

| can distinguish between letters and emails m emms
of style and structure.

I can plen and write personal |etters-arad emails.

| can ywite emails using features of informal English typically
associated with emad witing.

-

Can do Meed more practice |

)

e
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