 ACTIVITIES FORMAL / INFORMAL LETTERS AND E-MAILS- KEY
1. Decide if the following sentences are written in formal or informal  style?
1. I look forward to receiving a prompt reply. FORMAL

2. My family and I are having a great time here! INFORMAL

3. Would it be possible for you to attend the next conference which will be hold at Princeton University? FORMAL

4. Give Mary a big hug from me. INFORMAL

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

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

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

8. I have no further news at the moment. FORMAL 

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

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

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

3. I’ll write as soon as I can. CLOSING

4. Give my kind regards to your husband. CLOSING

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

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

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

8. Hi, how’s everything going? OPENING

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

2. would like / ‘d like

3. any day of the week (Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday)
4. meet /see


5. at the moment / at present

6. company / firm


7. get promoted


8. a day of the week

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 wrong word.

1. Many  (GRAMMAR)
2. Living  (WW)
3. Wonderful (SPELLING)
4. I have met GRAMMAR)
5. Studying (SPELLLING)
6. There were (GRAMMAR)
7. Since (SPELLING)
8. Language (WW)
9. Best (GRAMMAR)
10. Simply (GRAMMAR)
11. I’ll call (GRAMMAR) 
5. Read the following letters and answer these questions. Which letter is formal and which is informal? 

Letter A: Informal

Letter B: Formal
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