
Writing Project ( UNIT 6 )
A. Pen Pal Letter
Pen pal letter is also called friendly or informal letter.
  1. Read the following writing Sample of a letter to keep in touch and compare it with the following tips of writing a pen pal letter.
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pen pal letter
Writing Tips:
1. Language: 
 Be friendly, but not too friendly      .*
 Use friendly and informal language.*
*Avoid  questions that are too personal to ask a stranger.   
Eg. -Do you have any pets? ( friendly )       - What is your religion? -How much many do you earn? ( too personal 
Know your reader as: *

Name: _______________________________________________            Age:_________________________________________________
School:_______________________________________________
Major/course __________________________________________
Home ( city/suburb/small town):___________________________
Other information: ______________________________________









2. Organization :
Look at the form of a pen pal letter below.
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 REMEMBER:
When you write remember the 5 parts of a friendly letter. 
	

	20/10/2012
	1. Date

	

	Dear Ayesha, 
	2. Greeting 

	
	It is in 4 paragraph form
	3. Body of the pen pal letter      

	Introduce yourself and give basic information .

	Basic introduction 
	A.

	Tell more about daily life and interest.
	Tell more about you
	B.

	Ask about pen pal's life and interest.
	Ask about pen pal
	C.

	Say you are looking forward to hearing from pen pal   
	Interest in reply
	D.

	
	Say good bye to the receiver  
	4. The closing       

	
	Is the signed name under the closing.
	5. Signature




		









B. Information Letter
Information letter is also called formal letter or official letter.
2. Read the following writing Sample.
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Writing Tips:
1. Language:
 Use formal expressions.*
*Find places to ask for information.   
Find their address. *
* What information do you need?   
 (  eg. About English courses/levels/duration/time/books/fees/certificate/lecturers ……..etc)       
2. Organization :
Look at the form of information letter below. 
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Page for practice:
Discussion :
 1- What are differences between a pen pal  letter and an information     letter.
2- What are differences between a  pen pal  letter and a letter to keep in touch with a friend.

 Group work :
2-  write( a reply letter ) to get more information about talent show on Friday afternoon.
Follow the format of writing information letter.*
* be sure to explain what you want and why you are interested in the information.
Write a draft of your letter*
*Trade your writings
Write your final draft .*
*Show your final draft to your teacher. 
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Oak Street School
170 Oak Street
Los Angeles, CA 90007

April 5, 2008
Mr. and Mrs. Garcia

145 Oak St., Apt. 9
Los Angeles, CA 90007

Dear Mr. and Mrs. Garcia:

It is time for our Fun Time Festival. The festival is going to start Monday,
April 12, and end Friday, April 16. This year's celebration is going to be bigger
than last year's celebration.

As usual, the school is going to have an exciting event every day. On
"Museum Monday," students are going to take a tour of the museum of art.
students should be at the school at 7:45 a.m. They should not be late because the
bus is going to leave at 8:00 a.m. For "Dance Tuesday.," the school is going to have
a salsa dance party. The party is going to start at 4:30 p.m. Students should be on
time. On "Wild Wednesday," students should wear wild and crazy hats. The
wildest and craziest hat wins a prize. On "Costume Thursday," the school is going
to have a costume contest. students should wear costumes to school. The best
costume wins a prize.

The busiest day is going to be "Fun Friday." In the morning, students are
not going to have class. They are going to practice before the talent show. After
that, the school is going to have a picnic lunch. Finally, the talent show is going
to start at 1:00 p.m. It's going to be very exciting.

We would like to invite all family members to the talent show on Friday
afternoon. It is going to be very crowded, so please come early. Please reply to
Mrs. Percy or me by next Friday if you are going to come. Thank you.

Sincerely,

A . Kiero-

Ms. Alma Rivera, School Principal
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7, 2008

Darledp, 00 o G
My computer st working, so lmuriting youa leter, Howare gou? Jin fine,
Everything here in LA, is great. lim very hgppy.,,Schoo,/js,,g,oM’q well. | have
alotof classes his year; | p/ay,,?ggrfs inmy free fime, foo, 'm really busy.
 Lastweekend was fun, On Saturday, ! had & basketball game at 7:00
inthemorning. | was very Sleepy, Maria didn't play becausé she was sick.
_ AHrerthe gane, [ shopped for groceries with my mom and dad. We finally
__had lunchat noon. |was r,,eraffz hungry. After that, | was a litfle bored,”
but my friend Rick called me, We uza!Zed to the mall, (Je shopped unfil
about 6:00 infhe evening. On Saturdlay riight, | played games and
watched TV with my family. e had fun” O Sunday, we weren't busy,
We stayed home because we didn'f have any plans. In the morning,”
| clearted my room for about an hour. Then, Maria and | studied from
about :00p.m. fo 3:00pm. After that, [ worked out and Maria practiced
the quitar, On Sunday evening, | relaved because | was Hred,
fow about you?” Did yout have a good weekend ? What did you
do? Tell Aunf Marina and Uncle Unmiberto hellofor me, Write soon!
lour cousin,

ramcibcd
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