Knowledge Organiser Y11 ESOL — Informal/Formal letters — Autumn 2

Section A — Key vocabulary

Section B — Informal Letter
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Section C — Formal Letter
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®INFORMAL LETTER >

» Address not always

necessary
informal language,
chatty friendly style;
cohesive devices:
‘First’, ‘Next’,
‘Furthermore’ etc;
Greetings: ‘Hi’,

‘Hello’, ‘Dear...

use paragraphs;

Ask questions

Use of contractions:

e.g. don’t, can’t

ending ‘See you soon,’
‘Best Wishes’, ‘Bye for
now’, ‘All the best’,
‘Love from’. )

KEY SYNONYMS
WORD
formal official, legal, authorized
informal colloquial, casual, relaxed - 16 Your Road,
otN: ;:r::n" M.:lr’:n m. Your TDWH.

: an informal latter Your COU"W.
letter written type of fext AU44 BNE
greeting a polite word or sign of 24w September, 2000

welcome A
The name of the
Sincerely/Fait | Used fo sign off to indicate ot | 1 Dear Jimmy,
th"Y Yours smcem‘y This is where the content of youf
goes. You can write as if you're talking to
your friend. You can even use slang,
X — - proclmpo i Don't forget you still need to write in
cohesive linking words, discourse . paragrappe
devices markers "E'm.,
Vet Wbt
purpose the reason for which
something is done (why are
you writing)
audience public, spectators, readers
(who are you writing for?)
genre what are you being asked to
wirite 2

Section D — Homework

1. Read/cover/write and self mark the meaning of words in Section A.

2. Read / cover and self mark the spelling of words and phrases from
Section A, B and C.

3. Use your bilingual dictionary and translate all new words from Section
A, BandC.

4. Extended Writing: Write a letter to a friend of yours to invite him/her
to your birthday party. (use Section B)

5. Extended Writing: Write a formal letter to your teacher to explain why
you could not attend his/her class (use Section C).

Before you start
writing think about
the GAPS!

Genre — what are you

being asked to write?
Audience — who are
you writing for?
Purpose — what are you
trying to achieve?

Style — formal or

informal?

oo address PaL
967 Won Ting Road
Kwun Tong
Hong Kong
The address of Your
Delea Training Company
the person 19z e buting address
L 5 Wanchai
you're Writing £0  yiong kon
= sy
Dear S or Madam
'
greetmg Response: Confirmation of the [T Training Course in July
. 1am writing because of your IT training for our staf,reforring to your letter of
e M
B W 34june00
By ody of the
/'Jnlonunmiy.we have to find an a Y se
ol nens because the participants are alread s Karen
Lamb and Max Lung but inscead of 0 oin the
’ course. However Karen Laryg does not have any kind of basic skl so that she
don't use e rained in A basics oo, | would be gratefl i you could give
short forms her some extra lessons before the course starts.

W

elosing salutation

thoose. Yours s‘mualb‘ when your lefte

Dear Ve, / Ms. / Ies.

May | remind you that we had agreed to have the course at our premises. |
hope his i st acceptail. | would be grateful f you could give us any
7 inRerms of further courses we plan to book.

If you have any further queries do not hesitae to contact me
| ook forward to hearing from you soon

fours aithfully

i ]

(Mr) Ching Lee
Human Resour

This is
where you
sign and
print your
name
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\

7 2011
4 stor

)\ FORMAL LETTER
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top right of the page

» use paragraphs;

» formal language, no

contractions;

» cohesive devices: Firstly’

‘Moreover’, 'Finally’, etc. ;

» greetings: ‘Dear

Sir/ Madam.”

» ending: ‘I look forward to

hearing from you soon’.

» Sign off:

‘Yours Faithfully’ (use this if
you have started with ‘Dear
Sir/ Madam’),

‘Yours Sincerely’ (use this if
you have started with the
title and surname (‘Dear Mr.

Smith’).

Purpose
Persuade
Argue
Advise

Inform

Formal Informal éommon Phrases

That is That’s = In my opinion

= From my point of viewn
Youhave You've = It appears that
Youwill You’ll - : believe

- su ose
Youhad You'd = At tl‘:g same time
How are How’re = However
I will i = On the other hand

= Nevertheless
Come on C’mon = Even though
soine to sonna = |t seems to me that
D = = Therefore
want to wanna - Firstly
got to gotta - E'ecollndly

= Fina
could have coulda = At theysame time
cannot can’t &Meanwhile /
am not/are not | ain’t




