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~» OPENING FORMULA:
e Dear xx, e Hello xx, ® Hixx,
INTRODUCTURY PARAGRAPH:
Sfounre you dding? * I'mglad to hear that e I'm o sorry to hear about
How are things Qoi.ng? * I'mso happy that * sorry toread about
15, SPRRES RRERR Jel * Great news about your e Ican't tell you how sad I am that
S e I'mvery happy to hearabout ® I'mextremely sorry to hear about
9 4 ) ] It'g 0 greaf that ® It’SJUS‘t Q.UJFU'. to heo.r that

ZND AND 3RD PARAGRAPH:

* What is more...
e Well,... (to introduce a new topic)
e Moreover (to add more info)

® Did you hear about...?
® One more thing,

H ,
* By the way...(to add additional information) = RSP
® To be honest,
CLOSING PARAGRAPH:
e Well, I gotta go now. * Look after yourself,
* Anyway, I should get going. e Toke care of your self.
e I'vegot to leave you now. ¢ I hope they have a nice time on their trip!
e I'dbetter get going. ® Let me know if they need any more
o Well,it's time togo information.
® Make sure you write soon * I look forward to hearing from you again soon.

® Don't forget to drop me a line soon. Have a good one, and let's catch up soon.

» FAREWELL: CHH;K'

Have I answered all parts of theemail | \_/

* Allmylove, o gegt wishes, question? S
* Love, ® pest, ® I the tone friendly and informal?

e Lotsoflove, o Regards, Do Iuse enough topic based vocabulary?

o Allthebest, Kind regards ¢ Is my spelling, grammar and punctuation

correct?
e Does it look like a letter/femail?
¢ Have I opened and signed off appropriately?
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® Take care,



