
Writing - Part 2: An informal letter Giving News

Tips: When giving news in a letter/e-mail lor something you experience,
use lively language and narrative techniques to make rt more viv.id.
Idioms can also help you do this.

Tip: Check the prepositions ol time when you linish a letter giving news.

A. Use the suitable narrative linking wordslphrases from
the box to fill in the blanks of a letter extract below_
There might be more than one options.

Narrative Linking wordsjphrases
In the beginning (At lirst),

as a result (consequently),

although (even though/even il),
soon, immediately (at once), after a while (sometime later),

then (next/alter that),
linally (in the end/event uaIly,

suddenly (ali ol a sudden/aut ol the blue)

.............(1), I lelt the ground shaking, the

building collapsing and I . . (2) lound

mysell among the rubble, unable to move. .... (3),

liainted and when I ca me ro und, it was pitch dark and there

was a dealening silence, which sent chiils down my spine. Can

you imagine that?

...................(4), when ali my hopes had laded,

I heard voices approach ing me. 'tt's the rescue team looking

lor survivors," I thought. . . (5),

I started shouting lor help at the top ol my voice and

.......(6), I was sale and sound.

"Thank God, I was saved."

Tip: The narrative linking words/phrases play an important
role in understanding the sequence ol the events.

Tip: Use a variety ol adjectives and don't use or repeat very
simple adjectives such as: "nice", "very níce", "good", "bad".
Instead ol these you can use:
- pleasanVperfecVbeautilul weather
- a pleasanVan interesting/an enjoyable/a horrifying erperienee
- an awkward/an embarrassing/a dillicult situation

Prepositions of Time

In At
- in the morning/afternoon/evening · at dawn/noon/night
- in spring/summer/autumn/winter · at Christmas/Easter
· in 2014, 1832 - at the weekend
· in the twenty lirst century

Also
On · during the day
- on 4th March · tili/unti! morning, etc.
- on Saturday /that day

· on a cold morning/ evening
- on Christmas Eve/Day

B. Fill in the blanks with the suitable prepositions.

" (1) Christmas Eve, sudden snowlalls turned

the whole country into a winter wanderland. The temperature

dropped below Ireezing point (2) the night and

..................(3) dawn, snow started lalling aga in, covering the

surround ing mountains and villages (4) the

morning, packs ol hungry wolves appeared Iram the mountains

in search ol load. "Believe me, it was wonderful but scary too!"

C. Read your task

Write a lelter to a Iriend to tell him/her about a natural disaster
you experienced last weekend, how you lelt and what you did.

write between 150 and 200 words.

D. Answer the questions.

1. What style ol letter will you write?

2. How many paragraphs can you usually divide such

a letter into?

3. What will your letter be aba ut? Where will you send it?

4. Will you use descriptive and vivid language and idiomatic

expressions so as to sound as natural as you can?



B. Read the modelletter.

A model letter Giving News

P"~r PAIlI,
Hi! HIIV're IIIill1s1 HIp, !!IIl're IV,II. It IVAS
1reAI II "'Ar !!'Il IIAd A IVllld,r(1l1 s1:;;1I1
IVllk,lId ill lll, ""IlIIIAiIlS. As (Ir "',? / IIAd
A I,rribl, IXp,ri,"c, AS / IVASdrivill1 II A
"'Arby resIri IAI, ill lll, ,v,"iI1.

W,I/, IIIill1S lVIIII IVrlll1 ri1'" (FIlii lll,
b, ilIIlill IVII'II IIIIVlill1 lVill(Ú IlIAile lll,
~bris (I!! AI/ mr Alld (IAs!t,S I(li1"'lIiIl1

rlpp,d lll, dArk sky (rllll lilii, II lilii,. /1
SIIII SIArt,d II rAill "'Avily AlltI 111,11IIIAI
rAill Illrll,d illll A (i,rc, IIAilsllrlll. / CIIIItI
"'Ar lll, IIAilsIDII'S (Allill1 III "'!! CAr lViill
(Irc, Alld / didll'l kltllV IVIIAI ID d». IJII Gld!
It IVASSI lIitlllI1ll4ris!t!

filII kllllV IVIIAf? Til, IIAilsIIII'S (iIlAII!!
~ lll, reAr lVilltlDIVI( lll!! CAr CIIII-
pl,',I!!! / IVASSI sCAretl IIIAI / tI,cid,tI II
SIDplll!! CAr AlltI ru« illll lll, IllAr,sl CAI,
(Dr Clv,r. As A resIlIt, / IIAtI Ali AIV(1l1(AI/.
FlrtllllAI,ly / tlidll'l br'Ak Ali!! ['J Ir Arlll
bili / IIAtI bAtI blllllpS III lilit lIeAd. /1 IVAS
rlAl/!! lll' I(III!! IVDrsl IVllkllltls ,v,r.

AII!!IVA!!,/'11I(,,[iIl1 b,tI,r IIDIV,sAI, Alld
Sllllltl. Bili /'11 A[IVA!!Srelll,,,,b,r IVIIAI /
1V'1I1111FlllII IIIAI lIiJIII.
Wrif, AC SlIII.

flIllrs,
r'lll

How to plan an informal letter giving news

F. Lookat the plan below. read the notes carefully and
find them in the model. Then underline and number them.

íp;;g;~~l='-Points 1
I,ntroduction l' a ternble expenence i
IParagraph 1 (giving news) IIMention the reason for wntmg I I
r l' howlingwínds i
I , terrible hailstorm I
, , hailstones faliing on my car iIMain Body !
I Paragraphs 2 & 3 ',' car window smashed i
I Write about that experience. , stopped car 1IDetails about it and how you 'ran for cover 1

i. felt. l' got soaked to the skin, I
1 I .~.~~pson my head i
. ~st weekend •

~IClo;ing '~-----.-, -trn feeling be;;:;::l
Paragraph 4 , Write back soon.

!Use suitable set phrases ,

F. Read the set phrases below before you write
your letter giving news,

Set Phrases
Addressing the recipient 1e..:: ~ I
Dear (+ friend's/relative's name)

Don'! write: Dear IFieAEj/€8~5iR".

®y. Set~s~y~ =»
, How're you döing/keeping? La ~ to ft.tCtN fvoWl.-

1fDL )M..~, 7
'srh~anksJ?~~~:"o~~~~ "I..-\.rzv.l '1

' Sor . l haven't written for ages. fl I 'J , '
1;:'» , _'- CtP ,KL'-'V W\-oi'- 'i""""- ~ ...
, Just th ugtit I'd drop you a line, U

j"Hope you're welli,J;,~~o.,.~~ ~Wy
. 'IM. hQ.iUÁ.J:>e(A../;.J u.c.,

i\.a.'k u-o ~U.L l\1).(f:> ..
Set phrases for i:losing paragraph

Weil, that's ali for now. /Weil..,T1...u: -to -se-
Anyway, I'd better finish off here./Att ~

, Keep in touch I \XJ.1LJtUL Th ~ -100"'- ,
. Write back soon '1~. MJcl' ~ -ro

• ' O ''t'lh-- ' hr.>.
, See you soon vi-:«. wC••.••..'ftl k,ot.{r(. . Iu..,:a~,
, I'd better go now .11.\,j" <k c.oL~ Hu tl\Á,~e/.) tea 1= W''''',

'í' ~ e.u.~~ ..
, Slglung off

, Yours, (.o to ~ eo lk. I ..-(-eL:'dl . n

, Best wishes, / Love, / Take care, A t (]-v, \::-

(+ your name) , \Jf. rJ.e.iffC'...r~to ,.
®Yov...w.:Q~~ wC\.cJ::~fo~",

TLU toVlt tlu;,,~ to rU, 'v> -'. _ .
~ ",-,tN'\-Q "V'O"'-'U--l<-'iC to " 1\ ~. rzuJ.eol

A-:> lf''''- r·",,-e~ ~(' Vt A' w
d -to"Your Task

G. write a letter to an English speaking penfriend
to tell him/her about a natural disaster you
experienced on your last holiday. how you felt
and what you did.

write between 150 and 200 words.



=;.:]~:--1 UilJIL wríte of
letter 3ívíVl!l JtLeWS.'-iii~An informalletter: giving news

1 Read the letters quickly. What iIIness or injury do Emily and
Julie each have?

De.ar \Z-ob

\-Iow are ,/ou? what have. ,/ou
been up to? '5orr,/ I have.n't
writte.n to ,/OUfor a9e.f>, but tve
been re.a\\,/ bUf>,/re.c.e.nt\,/ with
e.na-of-te.rm esams. You \(now
what it'D \i\(e.\ l've a\f>O been
re.he.arf>in9 for the. C.hrif>tmaf>
f>how,whic.h f>tartf> ne.~t we.e.\(.

G.ue.f>f>what! I'm in hOf>pita\!
Don't panic., I'm not f>e.riOuf>\,/
ill. I fe.\\ over whe.n I Waf> p\a,/in9 te.nnif> ana bro\(~ ~'/ arm.,
f\n,/wa,/, I'm on\,/ in for a aa,/ or two. Luc.\(i\,/ m,/ InJur,/ won t
f>top me. f>in9in9 in the. f>how.
1he. fami\,/ are a\\ fine.. Mum'f> been wor\(in9 re.a\\,/ hara. '5he.
aoe.f>n't 9e.t home. tilI \ate.. Daa'f> bou9ht a ne.w car - we.\\, I
f>a'/ 'ne.w', but ac.tUa\\,/ it'D about ten ,/e.arf> o\a. C.~rif>haf> 90t a
ne.w computer ana f>pe.naf>rnost of the. time. p\a,/,n9 c.ompute.r
9ame.f>.
lhat'f> a\\ for now. l' a berter 90.

LOaaf> of love.

f.mi\,/

Dear Graham

Thanks for your letter. I got it last week and it really
made me laughl I'm off school today with a temperature
a~d an upset stomach. I've been sick three times but
Im fee/lng a bit better now. '

Enough of ali that. I bumped into Sally and Dave last
~eekend. Guess whatl They've been going out together
~mce the Halloween party in October. They seem really
een .on each other. Susie is fine too. She sends her love

(I think she still fancies youl) We ali miss youl .

I gu~ss. you've started at your new school in London now
How IS It? Have you made loads of new friends? Don't .
for~et about your old oneslll So many questionsl Do write
agaln and send me your news.

love

Julie

P.S. Why.don't we get together in London one weekend'
I can easily get the train down. .

2 Answer the questions.

1 What has Emily been doing at school?
2 Why doesn't Emily's mum get home untilIate?
3 What have her dad and her brother bought?
4 What have Dave and Sally been doing?
5 What does Susie think of Graham, in Iulie's opinion?
6 Where does Graham go to school now?

3 Write a next to the phrases for beginning a letter and b next
to the phrases for slgnaíling the end of a letter.

Phrases for informalletters
1 Sorry I haven't written for ages. D
2 That's ali my news for now. D
3 It was great to hear from you. D
4 Must dash - Mum's calling me for dinner. D
5 I'd better finish here as I'm running out of space, D
6 Thanks foryour letter. D
7 I'd better stop here. It's getting late. D
8 That's ali for now. I'd better go now. D
9 How are you? D

4 Find the phrases (1-7) in the letters. Then match the phrases
with the functions (a-g).

1 Enough of ali that.
2 Why don't we ... ?
3 Guess what!
4 Loads of love

5 What have you been up to?
6 Do + verb (e.g. Do write)
7 She sends her love.

a introducing surprising news
b making a suggestion
c asking for news of the other person
dending the letter
e .changing the subject
f ma king astrong request
g sending greetings from someone else

5 Make notes for an informalletter to a friend who has moved
away from your town. Follow the plan below.

Paragraph 1: Start with an appropriate phrase. Apologlse for
not writing sooner.

Paragraph 2: Give news about yourself.
Paragraph 3: Give news about your friends and/or family.
Paragraph 4: Ask questions about your friend.

In informalletters, we usually use everyday language.
We normalív use short forms instead of long forms.

6 Read the writing tip. Thj!l write a letter of 120-150 words
using your notes from exercise 5. Use phrases from exercises
3 and 4.

Unit 4 • Body and mind (-:


