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Writing Letters  

The Friendly Letter 

 

 



 

 

 



 

 

 

 



 

 

Exercise 1 Compose a friendly letter by filling in each of the following boxes 

with the suggested information. Put two or three sentences in each of the three 

boxes in the body of the letter. 

 

 

 

 

 

 

 

 

 



 

 

Exercise 2 Compose a friendly letter by filling in each of the following boxes 

with the suggested information. Put two or three sentences in each of the three 

boxes in the body of the letter. 

 

 

 

 

 

 

 

 

 



 

 

The Business Letter 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 



 

 

The Body of a Business Letter 

 

Exercise 3 Compose a business letter by filling in each of the following boxes 

with the suggested information. Put two or three sentences in each of the three 

boxes in the body of the letter. You are complaining about a defective product. 



 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Writing formal and informal emails 

 

 

Excercise 

  



 

 

 



 

 

Informal email 

A host family 

     

 



 

 

Wrtiting academic emails 

 

  

 



 

 

Writing a CV or résumé 
 

  

 



 

 

  



 

 

Writing a covering letter 

 

 

 



 

 

Writing newspaper articles 

 the following page. 

 

 

 

 

 

 



 

 

 

 



 

 

Writing an article 

 

 

 

 

   

Possible answers 

  



 

 

     

 

 

Possible answers 

 

 

 

 

 



 

 

  

 

 

 

 



 

 

 

 

 

 

 

 



 

 

  

  

  

 

 



 

 

 



 

 

Writing a report 

 

 

 

 



 

 

 

  

 



 

 

Paraphrasing and summarizing 

 

 



 

 

 

 



 

 

Rephrasing and avoiding plagiarism 

 

  

 



 

 

Rephrasing 

 

 

 


