Unit 6C

Writing: Part 2 - Informal Letter/Email
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You have received the following email from your English-speaking friend Kathy.
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From: Kathy

Subject: Touring trip

My boyfriend and I have a week oﬀ work, and have decided to visit your area. We would like to travel around and see any places of interest, and maybe learn a bit about it’s history.

Is there anywhere you would recommend we visit? And what’s the best way to get around - should we hire a car? Or can we travel by bus, train, or even by bicycle?

Thanks,

Kathy

Write your email response in 140-190 words.
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When planning your response to the above email, it is advisable to underline the questions you should be answering directly (as illustrated above), and make sure you include any other requested information.

Hi Kathy,

I hope you are well.

I’m happy to hear that you’re finally coming here! There’s a lot to do and see, and I think you’ll really enjoy yourselves!

Firstly, as you know, South Africa is famous for wildlife. I strongly suggest that you hire a car as soon as you can and drive to the Kruger National Park, which is about 5 hours North of Johannesburg. It may sound like a long drive, but I promise you it will be worth your while when you see all the wild animals in their natural habitat!

When you are back in Johannesburg, why don’t you try eating dinner at “Greensleeves” restaurant, where they will serve you many diﬀerent kinds of roasted local meats, including Kudu and Impala!

Also, I’m sure you’ll enjoy visiting “Gold Reef city,” where you can go 300 meters underground in a lift, to the bottom of a real gold mine, and learn about the history of Johannesburg and it’s connection to gold mining.

Anyway, I’ll put some more thought into it, and send you some more suggestions when I have time!
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All the best,

Rhett

(190 words)



TAKE NOTE:

An exclamation mark is only used at the end of a sentence in English:

I’m happy to hear that you’re finally coming here!

NOT

!
I’m happy to hear that you’re finally coming here![image: image10.png]



1. Salutation (Greeting)

Although you can start with “Dear,” these days people usually start informal letters or emails with “Hi ……, Hello……..,” or even “Hey ……….,”

Using a comma after the person’s name is recommended too:

· Hi Emma,
· Hello Frank,
You should start with a casually polite question about the person, or comment regarding the person you are writing to:

· I hope you are well.
· It’s great to hear from you!
· How’s it going?
· How are you doing?
· What’s happening? (slang)
*These are not your only options, but they are the most common.
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Example:

Hi Kathy,

I hope you are well.

2. The Body

Introductory paragraph

Firstly, acknowledge that you have read their previous letter/email, and are responding to it:

· I’m glad to hear that (about)…..
· Great news about….
· I’m happy to hear that (about)….
· I’m excited that….
*The above phrases are for positive news only. For negative news, there are other acknowledgements you can use.
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Example:

Hi Kathy,

I hope you are well.

I’m happy to hear that you are finally coming here! There’s a lot to do and see, and I think you’ll really enjoy yourselves!

Main Paragraphs (Making Suggestions and

Recommendations)

Each paragraph should focus on one idea. When you move onto you next idea, start a new paragraph. The following language is useful for making suggestions and recommendations:

· I recommend (that) you……
· I (really) think you would enjoy….
· I (strongly) suggest (that)….
· Why don’t you……
· How about (verb+ing)
· Don’t forget to (go/try/visit)….
· You must (go/try/visit)…..
· Don't miss……..
Using Conjunctions

To add information or add details to your sentences, use conjunctions such as:
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· but
· either
· although
· as soon as
· whereas
· and


Take Note:

Recommend and suggest must be followed by (subject) + verb+ing.

I recommend (that) you rent a car.

I recommend renting a car.

I recommend you go fishing in the river.

NOT WITH THE INFINITIVE:

I recommend you to rent a car.[image: image2]
I recommend you to go fishing in the river.[image: image3]
*recommend can be replaced by suggest in all of the above examples

3. Closing

The recommended steps to ending an informal letter/email are as follows:

A reason to exit

· (Anyway,) I better go and….
· (Anyway,) I’ll….
· (Anyway,) I’m going to….  *anyway =  anyhow
Make a reference for future contact (and send greetings)

· I’m looking forward to seeing you soon.
· I can’t wait to hear from you.
· I hope to hear from you soon.
· Send my regards to….
· Say hi to ………. for me.
Closing Phrase

· Regards,
· Best regards,
· Take care,
· Lots of love,
Final Signing oﬀ

End with your name on a new line under your closing phrase:

Take care,

Dave

