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Types of writing

• Controlled writing

• Directed or Guided writing

• Free writing



Match the beginnings to the endings



Types of letters

a letter asking for/giving advice

a letter asking for/giving information

a letter of apology

a letter congratulating someone

a thank-you letter

a reply to a party invitation

a get-well letter



Who is going to read the letter?

What are you going to write?

Why are you writing the letter?

What should the letter include?



A letter of advice

OpenOpening remarksing remarks ClosiOpening remarks

If I were you/in your position, I’d/I 

wouldn’t….

I hope my advice helps…

You should/shouldn’t… Let me know ….

Why don’t you…..? I hope that everything turns out all 

right

It would/wouldn’t/might be a good idea 

to….

Have you thought of/about (-ing)…?

Another good idea is to…

• I am writing to ask for your advice

• Can you give me your advice?

• I’ve got a problem and I need your advice.

• What do you think I should do?

• Do you think I should…?



A thank-you letter

Opening  remarks Closing remarks

I’m writing to… Thanks a lot!/Many thanks!

I’m very grateful for… Thank you once again for…

It was very nice of you to… I appreciate your generosity…

An invitation letter

Opening  remarks Closing remarks

I’d love if you could come to…- Hope you can come.

We are organizing a …. Please let me know if you can come

We would be honored if you … We would be grateful if you could…

Looking forward to seeing you at…



Opening  remarks Closing remarks

I am writing to thank you for… I’ll be looking forward to the party.

Thank you for the invitation… We are really looking forward to tour party

Your invitation sounds lovely

Opening  remarks Closing remarks

I am writing to apologize for … I hope you understand

I just wanted to tell you how sorry I am 

about…

Once again, my sincerest apologies for

I can’t describe how sorry I am…

I'm really sorry that I forgot about...

I hope my apologies will be accepted…

A reply to a party invitation

A letter of apology



Plan

Para1

opening remarks and reason for 

writing

Paras 2-3

Main body – development

Para 4

closing remarks



Imagine you spent holidays at 

your friend’s house. Write a letter 

to the family thanking them for 

their hospitality. Follow the plan

Write a letter of apology to the friend’s family. Explain 

why you can’t accept their invitation to spend holidays at 

their house

Imagine your friend’s 

parents invited  you to spend 

holidays at their house. Write 

your reply to their invitation.



Спасибо за внимание


