[bookmark: _GoBack]How to write an email

Subject line: the purpose of your email

Greeting: write an opening formula and reason why you are writing

Body: divided in two paragraphs. Information that you want to transmit

Conclusion: say what you expect from the person you are writing to.

Closing formula and signature

Example:
	
	To: sam2000@school.co.uk
Subject: study date



	Greeting
	Hi Sam,
How are you?

Would you like to come to my house on Saturday afternoon?

	Body
	We could revise together for the maths exam next week.

After that, we could play a game or watch a film.

You can stay for dinner too.

	Conclusion
	What do you think?

	Closing and signature
	See you soon!

Claire










Task 1:
	Can you send me back this email into the correct order? (englishfrancescfeliu@gmail.com) 

	Thanks for your Shortbread recipe. The biscuits were delicious!

	I don’t like green salad, but I like fish and chips and I love ice cream!

	Today I have prepared a menu for my family:
First green salad, then fish and chips and banana ice cream for dessert.

	To: brittany21@school.co.uk
Subject: recipe

	Write back soon
George

	Hi Brit!
How are you?

	Do you like banana ice cream?








Task 2 (optional):
	Write an email to your teacher (englishfrancescfeliu@gmail.com) with the following purpose:

· Because of the COVID-19, we have to stay at home.
· Yesterday you received an email from your teacher asking how you are and about your routines these days.
· Write an email to your teacher. Tell her about what you do on a day.

Write about 20 words



Useful vocabulary:
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writing to a friend

opening: informal
Hi James, / Hello James, / Hey James,

Its been ages since we last spoke / Sorry for not being i touch for so long

How are you? / How's lfe treating you? / How' lfe? / How are things?

Any news? / Anything strange? / What are you up to these days?

expressing thanks

Thanks a million for .../ Thanks a lot for ... / Cheers for .../ | really appreciate it
giving news

Guess what. I've ... /I've got some good news / Great news James, I've ...
Unfortunately, 've got bad news / I'm afraid | have some bad news / Bad news James,

responding to news

¥m s happy for you / That's fantastic news / | was delighted to hear that ...

'm glad to hear that you .. /I'm thrilled for you / What great news! / Congrats!
Sorry to hear that / That's awful news / Poor you / s there anything | can do?

offering, accepting and declining an invitation
I'd love for you to come to ... / Have you any plans for ... 2/ 1 July, save the date!
Do you fancy ... ? / Fancy coming to ... ? / Would you like to ... 2

I'd love to! / Count me in / I'll be there / | wouldn't miss it for the world

I'm afraid | can't / Count me out / | wish | could but ... / I'l take a rain check

offering advice and making suggestions

If 1 were you, I'd ... / If | were in your shoes, I'd ... / You should ... / You simply have to
Why don'’t you / Have you thought about ... ? / What about ... 2/ How about
I'd recommend that you ... / I'd suggest that you ... / The best thing todo is ...

closing

Well, that's all for now / Id better get back to work here /1 must go /| must dash

Do write soon / Hope to hear from you soon / Can't wait to .. / Looking forward to ...
Pass on my regards to your family / Give my love to ../ Tell Anna | was asking for her
Take care / All the best / All my love / Lots of love / Love
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