UNIT 3 PERSONAL LETTERS, E-MAIL MESSAGES, AND SHORT MESSAGES
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Personal Letters

1. With your partner, discuss the following.

1) What are personal letters?

2) Do you write personal letters often? If yes, who do you write to?

3) Do you like writing personal letters? Why?

4) When you write a personal letter, how many parts do you include in your letter?

2. Structure of a Personal Letter

1. Date – This is the date when the letter is written

2. Salutation and Name of Recipient – The greeting usually starts with the word ‘Dear’ followed by the given name of the recipient or relationship and it ends with a comma. Two examples are shown: ‘Dear Ronald,’ ‘Dear Uncle,’.

3. Introduction – This is the opening of a letter. It may include greetings like

[image: image2.png]Wednesday, August 18, 2004
Dear Koyl

How are you? Are you having a good summer? Have you gotten to
travel to cool places or are you going to camp? I hope you are having
fun whatever you are doing!

My summer s okay. T got o go to a cool camp, Camp Opsawala. Tt
was on a lake and T learned to swim. After, T went to my uncle’s
house in California. T liked California because of the beach

Did you receive a letter from school yet? I did. T wll be in Mr.
Bryant’s class. Whose class will you be in? T can't wait fo see you at
schooll

Take care,
Dakota
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Hello Mameaw,

How're you doing? I watched the news about the flood in Thailand. It looked so scary!
Is your area affected?

Hope you're not washed away by the flood yet. Pls let me know how things go there.

TC,
Niki




‘How are you?’. Sometimes, you may refer to a previous letter.

4. Body – This is the main part of the letter. It includes the message that the writer wants to tell the recipient. It is often divided into paragraphs.

5. Closure – This part indicates the letter is going to end. The writer may ask the recipient to reply here.

6. Complimentary Close – This short expression includes a few words on one line. It ends with a comma. Some examples are shown below.

‘Yours sincerely,’ ‘Best regards,’ ‘Love,’

7. Signature – the signature of the writer

Taken from Basic Writing for Business

3. Language Used in a Personal Letter
1. Sentence Structure – Accuracy of grammar may be more important than an email. Most of the time, complete sentences are expected.

2. Style – Language use may be personal. For example, first and second person pronouns may be frequently used, may not be as formal as official letter writing. Depending on the relationship between the writer and the recipient, a personal letter may sound formal.
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Dear Mr Keating,

T am writing to invite you to attend the New Staff Orientation Meeting on 31 October 2011. The
meeting will take place in room 103, RN building, at 1 p.m. Attached is the agenda of the meeting.

Thank your for your kind attention.

Sincerely yours,
Pornthip
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Taken from Basic Writing for Business
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Example


Taken from www.docstoc.com/docs/14622307/Letter-To-Friend-Example

4. Choose one of the topics, and write a letter on the next page.

4.1 Write a letter to a friend you haven’t seen for a long time. Ask him/her to tell you about what he/she has been doing, and tell him/her about yourself.

4.2 You’re on a vacation in France, and you haven’t seen your boyfriend/girlfriend for three weeks. Write him/her a letter, and tell him/her how much you miss him/her.

4.3 Write a letter to your cousin to invite him/her to come to your wedding. Give him/her some details about your future husband/wife.

UNIT 3 PERSONAL LETTERS, E-MAIL MESSAGES, AND SHORT MESSAGES


UNIT 3 PERSONAL LETTERS, E-MAIL MESSAGES, AND SHORT MESSAGES


E-mail Messages

1. With your partner, ask and answer the following questions.

1) What is e-mail?

2) How often do you use e-mail?

3) When do you use e-mail?

4) Do you like using e-mail? Why?

5) What e-mail address do you use? Why?

2. Look at a part of an e-mail screen of Yahoo Mail and decide where or how you can do the following.


1) Find old e-mails you have sent.

…………………………………………………………………………………………………………………………………………………….

2) Find e-mails you have deleted.

…………………………………………………………………………………………………………………………………………………….

3) Find e-mails you have received.

…………………………………………………………………………………………………………………………………………………….

4) Find e-mails which you are working on but are not yet ready to send.

…………………………………………………………………………………………………………………………………………………….

5) Write a new e-mail message.

…………………………………………………………………………………………………………………………………………………….
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6) Put what a message is about.

……………………………………………………………………………………………………………………………………………………

7) Put an e-mail address of a person you want to send an e-mail to.

…………………………………………………………………………………………………………………………………………………….

8) Attach a document to an email.

…………………………………………………………………………………………………………………………………………………….

3. Read the e-mail messages below and answer the questions.

E-mail A


1) Who is the sender of this e-mail?

…………………………………………………………………………………………………………………………………………………….

2) Who is the receiver of this e-mail?

…………………………………………………………………………………………………………………………………………………….

3) Why did the sender write the e-mail to the receiver?

…………………………………………………………………………………………………………………………………………………….
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4) How many parts does the e-mail have? What are they?

……………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………

5) Is the e-mail formal or informal? How do you know?

......................................................................................................................................................................

......................................................................................................................................................................

E-mail B


1) Who is the sender of this e-mail?

…………………………………………………………………………………………………………………………………………………….

2) Who is the receiver of this e-mail?

…………………………………………………………………………………………………………………………………………………….

3) Why did the sender write the e-mail to the receiver?

…………………………………………………………………………………………………………………………………………………….

4) What did the sender send with the message?

…………………………………………………………………………………………………………………………………………………….

5) How many parts does the e-mail have? What are they?

……………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………
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6) Is the e-mail formal or informal? How do you know?

......................................................................................................................................................................

......................................................................................................................................................................

5. From the e-mail messages above, with your partner, discuss the differences between informal and formal e-mails and complete the table.


Formal E-mails
Informal E-mails


Salutations

Closes

Register

Abbreviations

Emoticons


6. Match the emoticons with their description.

	1)
	:)
	a. angry

	2)
	;)
	b. tongue out

	3)
	:(
	c. crying

	4)
	>:o
	d. confused

	5)
	=D
	e. wink

	6)
	:’(
	f. angry

	7)
	:o
	g. sad

	8)
	:p
	h. laughing

	9)
	:s
	i. smile


7. What do think these abbreviations stand for? Write out the full meaning.

1) btw   =………………………………………………………..
2) imo   =………………………………………………………..
	3)
	lol
	=
	………………………………………………………..

	4)
	x
	=
	………………………………………………………..
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	5)
	asap
	=
	………………………………………………………..

	6)
	sry
	=
	………………………………………………………..

	7)
	pls
	=
	………………………………………………………..

	8)
	rgds
	=
	………………………………………………………..

	9)
	thx
	=
	………………………………………………………..

	10) attn
	=
	………………………………………………………..


8. Imagine that you have a close friend in Korea. Write an email to your friend telling him/her that you are going to Korea next month and you would like him/her to recommend good tourist attractions for you or be your local guide. Brainstorm your ideas and write your e-mail in the box provided. Follow the instructions below.

Here are instructions for you to follow.

1. Write your friend’s e-mail address in the “TO” box.

2. Write a subject line.

3. Begin your email with a salutation.

4. Begin your messages by asking your friend about his/her well-being and life.

5. Tell your friend why you are writing him/her the email.

6. End your email with a complimentary close.
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